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“| got my first break 
on a mistake!” 


“Years ago, I misunderstood a spoken instruc- 
tion and shipped a rush order to the wrong 
company. That started me thinking. So I de- 
signed a couple of forms to help the shipping 
department avoid further errors. They worked so 
well I got my first real recognition. No wonder 
that in every department I’ve come up through, 
I’ve made sure there were efficient forms to 
speed work, minimize waste motion!” 


Your prirtter can help you design efficient busi- 
ness forms, letterheads and other printing. If 
he suggests using Hammermill Bond—as 
thousands of printers do—you may be sure it’s 
the right paper for you. To obtain business 
printing on Hammermill papers, look for the 
Guild sign on a printer’s window. Let it be your 
assurance of printing satisfaction. Send for the 
free sample book of Hammermill Bond. 





Hammermill Paper Company 


1463 East Lake Road, Erie 6, Penn. | 
Please send me the sample book of Ham- | 
mermill Bond. { 


(Please attach to, or write on, your 1 
business letterhead.) TO-NOV. 


LOOK FOR THE WATERMARK IT 1S HAMMERMILL'S WORD OF HONOR TO THE PUBLIC 











Hold on a second—I've got it right here! 


Here’s one executive who isn’t caught 
without the facts when something big is 
in the making. He’s taking no chances on 
missing a sale or damaging customer re- 
lations because of delay in locating cor- 
respondence or other records. 


That’s why he likes his new Shaw-Walker 
filing system. For it has been “time-engi- 
neered” to assure split-second finding. 

Ever since 1899 Shaw-Walker has been 


Finding is fast because papers ti 


are automatically classified as 
to importance... top-ranking 
customers, active correspond- 
ents and infrequent corres- 
pondents. 


Mistake-proof guide headings 
eliminate figuring and guessing. 


Werte for FREE 
COMLET 


office time. 


helping American business by simplifying 
ofice work. This experience is yours for 
the asking—to speed your record keeping 
or to time-economize every office operation. 


Shaw-Walker makes everything for the 
office — except machines —chairs, desks, 
Fire-Files, filing cabinets, Joose-leaf and 
payroll equipment—each “tinie-engineered” 
to help make the most of every minute, 
every working day. 


Positive control over all papers 
out-of-file, and simple automatic 
follow-up of letters in file. 


This is only one of Shaw-Walker’s 
eight “‘time-engineered”’ finding 
systems for records of any kind, 
whether in one drawer or 1,000. 


The booklet, “Time and Office Work,” is packed with ideas for stretching 
A wealth of information on “time-engineered” office sys- 
tems and equipment. 
today on business letterhead to: Shaw-Walker, Muskegon 42, Michigan. 


36 pages! Many color illustrations! Write 


Executive Offices at Muskegon, Michigan 
Branches and Dealers in All Principal Cities 
Largest Exclusive Makers of Office Furniture 





GHAW-WALKER 


and Filing Equipment in the World 





Trademark Reg. U.S. Pat. Off. Founded 1935. 
Copyright 1952 Office Publications Co, All Rights Reserved. 
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Only 15% of the Office Is Mechanized. What About the other ne Richard Neumaier 
World's Largest Facsimile Recorder 

Curbing Absenteeism 

Office Management in Government: 

How Los Angeles County Controls Its Office Forms 

7,377 Attend NSCEA Convention 

National Conference & Exhibit Calendar 

Foiling Car Thieves 

New Products 

News of the Office 
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ON THE COVER: The “void” pattern is reproduced from Todd Company's ABC Check Paper to which 


ink eradicator was applied. 
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of LA OFICINA, Spanish Edition of THE OFFICE, and OFFICE EQUIPMENT EXPORTER, 
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lt takes TWO 


to make it work 


And in business it takes 
TWO communication sys- 
tems to get best results!— 
(1) the regular city tele- 
phone service and (2) SELECT-O-PHONE, the automatic, inter- 
office, private system, SELECT-O-PHONE takes the over-load 
off switchboards, requires no operator, permits you to dial from 
one to 55 inside stations, individually or collectively. SELECT- 
O-PHONE saves manpower, increases efficiency, handles all in- 
side communications traffic independently of your switchboard. 


GET THE FACTS! Write TODAY for free booklet, ‘“Hear’s 
How,” explaining how SELECT-O-PHONE will save you money. 


AELLOGC 


An Associate of International Telephone and Telegraph Corporation. 


WISIOE 
THE Mnsloe VOICE OF BUSINESS 
SELECT-O-PHONE Division, Dept. 10-K 


Kellogg Switchboard and Supply Co., Name—— 
79 W. Monroe, Chicago 3, Ill. 








Please rush your new “‘Hear’s How” 
booklet that explains how | can benefit Address 
from Kellogg SELECT-O-PHONE Dial In- 
tercommunication. ee ees ee: = 
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| 

Oe eee ~ | 
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Banks Survey Clerical Testing 


WILLIAM HURD HILLYER 


tivity. Therefore its experience and 

research in personnel management 
should be applicable to all enterprises 
employing clerical help. Since bankers 
themselves have recently been giving con- 
structive thought to the hiring, training 
and well-conditioning of employees, the 
moment is propitious for an appraisal of 
banking personnel practice, in behalf of 
general business. 

American Bankers Assn. has just com- 
pleted for its members a 3-year survey 
of clerical testing. Through the courtesy 
of the association’s clerical and person- 
nel relations department, this writer ob- 
tained a copy of the 63-page survey, 
with permission to brief it analytically 
for readers of Tue Orrice. A total of 
126 banks participated in the program, 
designed for “testing tests” according to 
executive manager Harold Stonier, who 
believes that the relevant reeommenda- 
tions “will contribute materially to im- 
provement in personnel administration.” 
Selected tests were used by the banks in 
screening more than 30,000 job appli- 
cants. 

The ABA personnel testing committee, 
which worked continuously on the proj- 
ect, frankly admits that the twofold 
problem of rising payroll costs and in- 
creasingly _restricted income is compli- 
cated by mounting personnel turnover— 
a 25% national average in 1951, ad- 
mittedly high and reflecting lack of 
quality applicants in all parts of the 
country. A 9-area series of seminars in 
personnel psychology and testing was 
conducted by the association under the 
leadership of deputy manager William 
Powers. Psychological Corp. of New 
York acted as technical counsel. 

National norms tables—believed to be 
the most comprehensive norms figures 
in existenece—were built for the General 
Clerical, Minnesota Clerical, Wonderlic 
Personnel, Short Employment and the 


Piss. m is essentially an office ac- 
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Hay tests. Reasonable cutoff scores 
were determined for these tests, to be 
used as bases by employers in setting up 
their own. Validation studies demon- 
strated that testing can go far towards 
improving the quality of personnel. The 
association is convinced that substantial 
economies can be effected by using 
“tests of demonstrated validity.” 

Taken as representative was a certain 
bank which gave 235 new employees 
formal training in adding machine 
operation. They were rated at the end 
thereof and 160 (68%) were deemed 
“satisfactory.” Assuming a training 
cost of $500 per trainee and a testing 
cost of $2 per applicant, this case is 
used to estimate the savings that test- 
ing permits. The derived cutoff score 
in the case was 60. Obviously, had a 
higher cutoff been used, fewer than 235 
people would needs have been trained 
to get 160 “satisfactories.” Conversely, 
as the cutoff level is raised, more people 
must be tested. Fig. 1 shows, for dif- 
ferent cutoff scores, the number of per- 
sons who (a) must be tested and (b) 
must be trained, to yield 160 “satisfac- 
tory” employees. Figures are based on 
test scores at the First National Bank of 
Chicago. Cost per satisfactory em- 
ployee was determined as follows: 

Multiply by $2 the number of appli- 
cants to be tested; 

Add at $500 each the number actually 
to be trained; 

Divide the result by 160. 

As is! clearly shown in Fig. 2, the 
cost per satisfactory employee decreases 
as the cutoff score is increased to about 
150 points; whereupon the cost begins 
to rise. Theoretically, 150 is thus the 
most economical cutoff score. In actual 
operation, however, the cutoff score 
would be set between 120, where slightly 
more than half the testees would be ad- 
mitted to training—and 140, where less 
than a fourth of the applicants would 
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be trained. This gives us around 130 
as a low-cost optimum for the cutoff 
score. It will be noted that there is a 
spread of $190 in unit training costs, 
depending upon intelligent application 
of cutoffs. Such a saving is manifestly 
worth while in any business. 

“Clerical work in the bank is not just 
one kind of job,” the survey announces, 
Some 900 distinct jobs and job-levels 
have been identified in a large New Eng- 
The same principle is 
undoubtedly true respecting any con- 
eern hiring office help on a substantial 
Scale. Hence the survey’s advice con- 
cerning tryouts should be equally valid 
in banks and business offices: It is best 
to concentrate your testing-program Te- 
Search “on those jobs for whieh openings 
are more numerous, the need for care- 
ful selection is most acute, and the 
ehances of quicker practical results” are 
clearly indicated. For exdmple, there is 
More sense in developing aptitude 
evaluation methods for the training of 
Machine operators or secretaries than 
in working out a program for mes- 


Sengers and office boys. 
Need for better selection at the erecu- 
tive level is confessedly acute, but it is 


@onsidered more economical to concen- 
trate first on jobs with directly measur- 
@ble output and readily observable pro- 
ficiency. The majority of clerical em- 
ployees common to almost all sorts of 
business are typists, stenographers, see- 


Cutoff Scores 
(Minnesota Clerical 
Test-Numbers) ... 


Number of Applicants to 
be Tested ..... 


Number of Applicants to 
be Accepted for Train- 
ing ;, 235 229 214 


Cost per Satisfactory 


Employee $734 $719 $672 


*€ 


Fig. |. 


$614 $581 


retaries and bookeeping machine opera- 
tors. (Bank tellers are analogous to pub- 
lie-serving cashiers in many non-bank- 
ing enterprises.) Therefore a testing 
for the common elements in clerical jobs, 
as such, should prove helpful to all 
kinds of office workers. 

General intelligence tests (sometimes 
called “scholastic aptitude tests”) are 
used with the reservation that inherent 
ability cannot be measured, only “mani- 
festations of existing ability.” These tests 
can be employed: 

(1) As a simple intelligence test for 
a minimum selection program; 

(2) In short form to screen for appli- 
cants who survive the preliminary inter- 
view; 

(3) As a supplement to clerical tests 
that are unduly specialized. Instance, 
the Minnesota Clerical Test measures 
speed and accuracy in number and name 
checking but might well be supplemented 
with a general mental ability test. Minne- 
sota test and its variants, with either the 
Wonderlie Personnel Test or the Otis 
Self Administering Test of Mental 
Ability were found to be favorites 
among clerical testing programs. 

Research has nonetheless made clear 
that a given job depends not only on 
mental alertness but upon more special 
abilities. An overall 1Q made up of : 
variety of items is a good index of :¢ 
person’s general strengths and weak- 
nesses in respect to such variety. <A re- 


140 150 160 4170 8180 


782 1300 2357 8100 16000 


195 184 176 169 165 162-160 


$560 $544 $545 $608 $700 


bince it is ossumed that the total group of applicants would score over 60, there would not be any need for testing 


Number of applicants who must be tested and trained when various cutoff scores are 


used to obtain 160 satisfactory employees. 
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PURE WHITE IN THE PINK of condition! And 


in paper, condition depends to a large degree on moisture content. 
That’s why Rising Bristols are hung in moisture-conditioned chambers 
and “cured” at constant humidity. Stretch of paper and ink-acceptabil- 
ity are thus standarized, assuring precise press operation. That’s why 


mere wo senily Pine Paper at ils BED! ! 


Rising for 





* A comprehensive camera tour of the Rising 
operation .. . ‘Fine Paper At Its Best—-and How 
it Gets.That Way'’ . . . is yours for the asking. @ 


RISING PARCHMENT (100% Rag) * NO. 1 INDEX (100% Rag) * RISING BOND (25% Rag) 
PLATINUM PLATE (25% Rag) * LINE MARQUE (25% Rag) * INTRALACE TEXT 


HILLSDALE VELLUMS AND BRISTOLS (25% Rag) * WINSTED VELLUMS AND BRISTOLS 
Address: Office Service, Rising Paper Company, Housatonic, Mass. 





Unit 
Training 
Cost 


$750 





FIG. 2 


TEST SCORES AND UNIT TRAINING COSTS 


This graph shows the training cost per “satisfactory” adding machine operator 
for different minimum or “cutoff” scores on the Minnesota Clerical Test-Numbers 





sultant trend 1s recognized towards spe- 
Gial clerical tests—such as comparing 
two sets of numbers or paired names 
and quickly deciding whether they are 
alike or different. Speed and accuracy 
determines score. 

As compared with name ability, num- 
ber ability is considered not only impor- 
tant in all-around mental power but is 
so specific as to warrant separate 
measurement in a clerical testing pro- 
gram. Most clerical workers deal with 
arithmetic in one form or another, the 
survey notes; clerks, who operate eal- 
culating machines that do their eomput- 
ing for them, must still some 
“number sense.” 


pe SSeSS 


10 


120 


Cutoff Score 


The third important area for clerical 


testing is verbal ability. This obviously 
includes vocabulary, spelling, grammar, 
speed and comprehension in reading. 
Much weight is given by the survey to 
achievement in the realm of words; for 
“a large vocabulary is one of the best 
single indicators” of “general mental 
competence.” 

Three special testing categories are 
thus distinguished: (1) speed and ae- 
euracy, (2) ability to manipulate num- 
bers and think in quantitative terms, (3) 
ability to deal with verbal symbols. 

In respect to appraising general per- 
sonality characteristics the survey is not 
optimistic: “There is as yet nothing to 
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THIS STRIKING PLASTIC BOUND 
PORTFOLIO-PRESENTATION FREE 


Get your personalized edition today—a 
unique and beautiful example of modern 
plastic binding. Packed with illustrated 
facts and ideas. Gives complete applica- 
tion story and cost advantages of the 
GBC Binding System—as proven in 
thousands of progressive organizations 
in every field of endeavor. Here's a 
wealth of timely and important informa- 
tion... absolutely FREE 


GENERAL BINDING CORP., Dept. O-11! 
812 W. Belmont Ave., Chicago 14, Ill.) 
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Punch sheets and covers of any size or 
weight, quickly, accurately 


Bind up to 250 books an hour with colorful 
GBC bindings—4" to 14” diameter. 


Do PLASTIC BINDING 
RIGHT IN YOUR OWN OFFICE 


Bind all sizes and types of loose sheets 
with compact GBC plastic binding equip- 
ment ...in a matter of seconds. You’ll 
add prestige, color, utility, attention- 
compelling appearance and increase the 
effectiveness and life of your literature, 
Pages lie perfectly flat . . . may be in- 
serted or removed any place in book. 


- GET THIS FREE PORTFOLIO-PRESENTATION.. TODAY! 


GENERAL BINDING CORPORATION 
Dept. O-11, 812 W. Belmont Ave., Chicago 14, Ill. 


Please send me at once my free plastic bound 
PORTFOLIO-PRESENTATION this includes complete 
prices, applications, and cost advantages. | under- 
stand there is no obligation. 


NAME 
ORGANIZATION 
ADDRESS 
CITY 
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* PAPER WORK! PAPER WORK! PAPER WORK! ° 


GET IT DONE! 


QUICKER and CHEAPER 


with MEROX 


COPYING EQUIPMENT 


From original to multiple copies 


1M THREE MINUTES 
with xerography and offset duplicating 


Offset paper masters of office forms, 

ORIGINAL anniee yomty memos, engineering drawings, data, 
specification sheets, etc. are made by 
xerography in less than three minutes. 
Multiple copies are then run off on 
offset duplicators. This combination 
offers the quickest and most economi- 
cal method used by hundreds of large 
and small businesses. 

, Because it is a dry, direct positive 
copying process requiring no _inter- 
mediate negative, xerography elimi- 
nates darkroom, chemicals, fumes, fuss 
and muss. Get it done quicker and 
cheaper with xerography. 


Write for case histories showing how all types of com- 
panies are saving time and money with xerography. 


THE HALOID COMPANY 
52-185 HALOID ST. * ROCHESTER 3, N. Y. 


Branch offices in principal cities 
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warrant widespread use of personality 
tests in the selection of office workers.” 
After considering this problem in great 
detail under expert guidance, the semi- 
nar participants concluded that per- 
sonality tests (such as tests of “adjust- 
ment” and “traits,” and “attitude” 
scales) “do not belong to the basie tool 
kit of the bank’s personnel department”’ 
—nor, presumably, in such a department 
of any business. 

Office machines in their various models 
are so numerous that small progress was 
made in standardizing appurtenant tests. 

All “skill” tests are found to serve 
definite functions: (a) as employment 
tests for those claiming skill, (b) as 
progress tests im a training program, 
(c) as performance tests to upgrade 
present operators and (d) as criteria to 
determine predictive efficiency of the 
tests themselves. 

Seven steps embrace a sequence of 
which testing is but a major phase: 

(1) Applicants fill out a simple per- 
sonal data sheet. 

(2) Very brief preliminary interview 
in the course of which those who fail to 
meet age, educational or experience re- 
quirements are told that no opportuni- 
ties exist. Larger concerns may use a 
short sereening test and the generally 
eligible are asked to fill out a regular 
application blank, preferably on the 
premises right after the first interview. 

(3) The application is gone over for 
omissions and the applicant is dated for 
testing a few days later. 

(4) During the interim the applicant’s 
references are checked by telephone with 
former employers and high school coun- 
selors or prineipals. (Letters of endorse- 
ment are usually “without significance.” ) 


(5) Everyone who returns for testing | 


gets a battery of tests. Those who fail 
to show up either lack interest or don’t 
want to be tested. In either ease they 
are no loss. 

(6) Applicant stays on premises while 
tests are scored. If test or reference 
prove unsatisfactory he is eased out 
with a brief terminal interview. Care is 
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Business Forms 


Get the most 


ol UT me) m Zell] 


olga alokiiate 


forms 4m 


THIS FREE BOOK SHOWS YOU HOW 


What sort of Purchase Requisition do 
require before you issue a Purchase Order? 
Do you have an efficient method for getting 
competitive quotations? Do you Fave a 
workable way of returning defective goods? 

These are only three of the many ques- 
tions you have to consider in getting the 
most out of your purchasing forms—ques- 
tions involved in designing hard working, 
fast operating purchasing forms. 

Here’s where the Uarco Purchasing 
Encyclopedia can help you. This book, 
— presents the function, use and de- 

— of 9 significant Purchasing Forms. 

ere’s a section devoted to each form 
bi. details of design, operation and dis- 
tribution of copies. 

If you are responsible for the purchasing 
procedure in your organization, send for 
your Uarco Encyclopedia today. 


UARCO 


INCORPORATED 


Factories: Chicago; 
Cleveland; Oakland; 
Deep River, Connecticut; 
Watseka, Illinois—Sa/es 
Representatives in all 
principal cities. 

Write or pin this coupon to 

your letterhead and mail for 

your FREE copy 


UARCO INCORPORATED 

Room 1624, 141 a Jackson Blvd. 

Chicago 4, Illino: 

Please send me ans copy of Uarco’s Encyclo- 
pedia of Business Forms for Purchasing. 


My Name....... oeeses 


oe a oe oe ee ee ol 
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Winterbottom (almost shown here) has hard 
sledding these days. Like many executives, 


caught in a storm of red tape, figure work and 
() t) Pr record-keeping. Don’t let this happen to you— 
new Comptometers in the hands of Comptomet 


operators can thaw out your office figure- 
work jams. Save you time and money, too. 


THE NEW COMPTOMETERS GIVE YOU INCREASED 
ACCURACY—GREATER SPEED OF OPERATION! 


Exclusive 3-way Error Control absolutely elimi 
nates mistakes caused by faulty stroke. 

Fioating Touch puts wings on operators’ fingers! 

Finger-form key tops speed work. 


Answers register instantly — no levers; no cranks. 
No confusing zeros appear to left of answer. 


COMPTOMETER 


REG. U.S. PAT. OFF 


ADDING-CALCULATING MACHINES 


(electric and non-electric models) 


Made only by Felt & Tarrant Manu- 
facturing Co., and sold exclusively by 
its Comptometer Division, 1715 North 
Paulina Street, Chicago 22, Illinois. 
Offices in all principal cities. 


FELT & TARRANT 


Decimal points in natural position — convenier 
numbered by columns. Large answer d 
are easy to read. 


So easy to use! Anyone in your office can ope 
any Comptometer model. 


NEW!! Comptometer printed forms, “Pack 
Systems,” make available many time-teg 
and proved basic accounting forms for y 
immediate use. 





taken not to imply that he is “stupid, 
even though that may be the case!” 
Applicant with adequate references and 
scores is scheduled for final interview. 

(7) The definitive interview is most 
valuable when “directed toward per- 
sonality characteristics” important to the 
job. Within the limitations heretofore 
noted the final interviewer if skillful will 
take pains to observe (a) manner and 
appearance, (b) clearness of speech 
(c) quality of voice, (d) apparent pres- 
ence or absence of “culture,” and to esti- 
mate, (e) ambition, (f) dependability 
and persistence, (g) cooperation and 
leadership. If the applicant measures 
up on this checklist he is turned over to 
the supervisor of the relevant depart- 
ment who, if in turn is satisfied, offers 
him a job. 

A general framework for 
standards is offered by the survey. 
frame’s condensed elements follow: 

I. Percentile Ranks from 85 and above 
are the superior applicants in the abili- 
ties measured, who should be given early 
special training and will likely develop 
into administrative or executive possi- 
bilities. 

II. Percentile Ranks from 50 to 84 
constitute “the backbone of the office.” 
With proper personal and work habits, 
they can succeed in almost any clerical 
position. This group often provides 
supervisors and leaders. 

III. Percentile Ranks from 25 to 49 
are usually satisfactory for most rou- 
tine and semi-skilled jobs.and for some 
skilled tasks after careful training. They 
are not independent thinkers but pos- 
sible leaders of small similarly occupied 
groups. 

IV. Percentile Ranks below 25 ordi- 
narily should be rejected for training in 
office procedures or on complex ma- 
chines. They may be satisfactory as 
messengers and for collating, sorting, 
counting, ete. 
routine operation of machines. 

In an appendix devoted to work 
samples, the survey objectifies percentile 
rank by means of a norms table showing 


hiring 
The 
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Le Febure 


COMPLETE , om UNIT! 


MAGIC KEY 
ADJUSTO 
TRAY-BINDER 


EXCLUSIVE! 
Compressor 
plates made to 
fit sheet size 
ot no. extra 
charge! 


saves space! 
speeds paper handling! 


Seve 5 to 15 minutes every 
hour during machine: posting 


Installations prove it! LeFebure Tray- 
Binders, Posting Stands and Bookkeep- 
ing Machine desks provide an orderly 
arrangement—more room at less cost. 
Everything at hand . . . uninterrupted 
work, Space saved — "time saved, Let 
our trained representatives help YOU— 


WRITE FOR FURTHER INFORMATION 
CORPORATION 


Le ebwte CEDAR RAPIDS, IOWA 


The World’s Most Complete Line of 
Posting Trays, Tray-Binders and Stands 


Ae & 











pereentile equivalents of various timings 
on such sample. 

Dr. George K. Bennett, president, 
Psychological Corp, of New York, fel- 
low of the American Psychological Assn. 
and, since 1949, a consultant of Amer- 
ican Bankers Assn., demolishes seven 
“old school notions” about sizing up job 
seekers and managing employees. His 
Bankers Monthly exposure for benefit 
of bankers brands as false: 

1. That two individuals with a given 
amount of edueation are about equally 
capable; 

2. That a mature employer can make 
a fairly accurate estimate of a candi- 
date’s job suitability from a short, in- 
formal interview; 

3. That banks (or any subject  busi- 
ness) cannot afford to pay competitive 
wages for beginner employees; 

4. That a bank (or your office) is so 
good a place to work as to make any 
"employee happy; 

5. That it takes a long time at routine 
jobs before an employee is ready for 





creater responsibility; 

6. That personnel activities require 
less ability and attention than the phases 
of management; 

7. That employee relations are largely 
independent of public relations. 

So much for the testing, character- 
evaluating, hiring. As to the next step 

staff training—much has been said 
by bankers among themselves but no 
official collation is available. However, 
high spots, helpful to office management 
in general, are currently provided by at 
least two leading bank officials. 

“Complete job descriptions are in- 
valuable assets” for the office training 
program, in opinion of Thomas Bh. 
Perry, assistant vice president, Security- 
First National Bank, Los Angeles, ex- 
pressed at the recent annual convention 
of the American Institute of Banking. 
He further counsels a written outline 
of the training itself, so as to establish 
a step-by-step program that will defi- 
nitely “eover all of the important parts 
of a job.” The trainee is able to handle 


ARE YOU MAKING THE BEST USE OF YOUR OFFICE SPACE? 


High overhead costs make efficient office 








planning a must. And graphically speak- 
ing, CHART-PAK is the answer. 


CHART-PAK can help you in your plan- 
ning by providing a quick, easy, and eco- 
nomical method of making complete layouts. 


The CHART-PAK method utilizes two- 
dimensional templates for office furniture 
and equipment, tapes for walls, aisles, and 
partitions, and a ruled plastic layout board. 


Templates and tapes are self-adhering. Unlike drawn or glued layouts, changes can be 
made quickly by peeling off pieces and applying new ones. 


Using the simple instructions, you or members of your office staff can easily make 


professional layouts like the one shown above. 


The handy $12.50 kit contains over 400 die cut desks, tables, files, etc. This can be your 


introduction to more efficient office planning. 


CHART-PAK also provides complete materials for organization and graphic charts. 


For more detailed information write to 


CHART-PAK, INC. 


16 


104-L Lincoln Ave., Stamford, Conn. 
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Are you harboring the 
HIGH, “HIDDEN” EXPENSE 


Most companies recognize the annoyance and confusion 
created by hand collating of papers. However, few 
really realize the fact that it is an item of 
considerable expense too! 
If any one of the scenes above 
take place in your company... 
you owe it to yourself to write 
for full facts on how a Thomas 
Collator can help you save 
time, save dollars and increase 
efficiency. 


FREE Learn how to Ft, [ | 
save up to 70%. Write OMmmMmAS e& aters 


for free collating analysis 
sheet. Permits easy Specialists in paper gathering 


analysis of your paper 30 Church St., Dept. B., 
gathering costs. en oe ® New York 7, New York 
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Wacutile 


OFFSET PLATEMAKER 


Model 1116 


The Vaculite is a vacuum frame 
equipped with blacklight tubes for 
“burning-in” sensitized offset 
plates for use on the Multilith, 
Davidson, Webendorfer or Harris 
presses. 

A vacuum contact between the 
negative and the plate is the only 
method that will guarantee clear, 
sharp halftone dots. No “muddy” 
halftones if you use the Vaculite. 


Also can be used as an opaque 
table. 


Write for Literature 


PRINTING DEVICES 
1707 N. 25th Ave., Melrose Park, III. 
Telephone Fillmore 4-9840 








a 50% minimum of bookkeeping assign- 
ment within two weeks after employ- 
ment. 

Employees meet one evening each 
month at the Shelbyville National Bank, 
Ind., “to iron out problems in personal 
working conditions and to discuss rele- 
vant office operations. An acting chair- 
man—elected yearly—notifies employees 
of the meeting, which takes place in the 
directors’ room with at least one corpo- 
rate officer present. Instance of im- 
proved internal efficiency as a result of 
these get-togethers: Where two opera- 
tors formerly worked on a proof ma- 
chine which split up their task for 
lengthy stretches, one operator now per- 
forms full time with occasional relief. 

“Job satisfaction” is more than a 
phrase on the lips of many bankers striv- 
ing to dispense it. Hearing that assis- 
tant treasurer, Howard Nason of the 
Institution of Savings in Roxbury, 
Mass., had helped his bank towards 
marked suceess in this direction, we 
sought his views. 

“It seems to me,” he told this writer, 
“that bankers have done a somewhat. bet- 
ter job than has general business in ob- 
taining and maintaining an harmonious 
employer-employee relationship. This 
achievement is largely a by-product of 
banking,” which “is an art... the art 
of understanding people.” For this rea- 
son bankers possess certain non-financial 
factors that have been reflected in their 
contacts with their own staffs. Such 
factors should include knowledge on the 
employee’s part respecting where he 
stands, whither he is heading, wherein 
he is part of the organization, how he 
can make good, to what extent he can 
count on fair treatment—“not as a num- 
ber in a personnel file but as an in- 
dividual with .. . dreams, drives, aspira- 
tions.” 

To this end the Institution for Sav- 
ings has established a fixed practice of 
officer-employee conversations. Twice a 
year every employee has an unfettered 
conference with the officer whose deci- 
sions govern his or her welfare. 
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AUTOMATIC CLEAR SIGNAL 


There's no doubt about your mo- 
chine being cleared. The clear sig- 


nal tells you — automatically. 


v/s i a 
FEATHER-LIGHT KEYBOARD 
Fingers fly faster with less effort 
and fatigue—and time is saved! 


qunire rooay ron compute inronmarion. PURPA CHUM LIES ESS) ETE 


Front Avenue, NW Gra Rap 


VISIBLE DIALS 


You know totals every instant 
with eye-level dials that give 
you full visibility. 


RED SUBTRACTIONS 


Subtracted items print in red 
ond stand out prominently, mok- 
ing the checking of finished 
work simple and fast. 


679 


NEW as tomorrow! 


with amazing 
MODERN AUTO-TOTALER! 





More Automatic Features 
More Visibility 


Here is a superior new machine 


that should make adding ma- 
chine history. R. C. ALLEN 
unveils the VisOmatic electric 


adding machine incorporating 


seven improved time-saving, 


money-saving features for easier 
operation PLUS the NEW 
AUTO-TOTALER. 


AUTOMATIC CIPHERS 


Saves approximately one third 
of all key depressions becouse 
all ciphers print automatically. 


SPACE-UP TOTAL 


Tape is spaced to correct tear 
off position when printing totals. 
Soves poper — speeds up work. 


ines, Inc. (7 


AUTOMATIC TOTALS 
AND SUB-TOTALS 


SAVES thousands of mangel 
operations 

SPEEDS up figure work 
PREVENTS errors 

CUTS operating costs 


“ADD SPEED” KEYBOARD 
Entire amounts can be entered in 
one operation — Saves many key 
depressions every time machine is 
used. 


) 
( 
gusI8 


Mar MINE 
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R.C.Alle 


2 a 


Dependat ility is the basis of confi 
dence. It is on this dependability 
that R. C. Allen Typewriter Dealers 


when selling the new R. ¢ 
a. Standard”. THEY KNOW 
that dollar for dollar, feature for 
feature the new R. C. Allen is the 
greatest typewriter value on the mar 
ket. And once they have tried it, 
THEIR CUSTOMERS KNOW IT 
TOO! Treat YOURSELF to a gen 
eroug portion of this confidence by 
inquigin y how YOU can become an 
R. C Allen Typewriter Dealer. IT 
WILL PAY YOU TO KNOW! 





Look of these PLUS features of 
the mew R. C. Allen typewriter. 





MODEL 611 
(Six carriage 
widths available 


stant Sight-Set Margin 

The exclusive WONDER WIN 
BOw iets you KNOW instontly 
Het your morgin is correctly set 


Now is te time 
Now is the time 


Now isthe time 
Now ip the time 


Less Time — More Lines 
The & C. Allen “Speed Lever 
lets you set new line in o frac 
tion of the time needed by other 
stenderd machines 


Retyping Is Unnecessary 
Error correction control” per 
mits deletion of chorocters typed 
by mistoke or insertion of 
omitted chorocters 


- « « OTHER R. C. ALLEN FEATURES 


Beautiful design 


Long life construction 


Automatic and manual ribbon reverse 


Ribbon feeds only when typing 
Tensionized card holder 


Individual “Key-Action” tuning 


Cleaning Problems Ended! 
There's no dirt, no mess in 
changing ribbons and cleaning 
type on the ®. C. Allen 
ribbons, type ore fully exposed 


Real Control! Typing! 

The personolized key contro! 
lever lets you enjoy typing free 
dom. You'll find the ®. C. Allen 
touch-teilored for you 


Perfect Type Alignment 
Your typing looks like fine print 
ing on on R. C. Ailen. Type is 
oviomaticolly aligned by the 
newly-designed segment ring 


Less Effort — Less Fatigue 
There's no “reaching” for the 
properly positioned ®. C. Alien 
carriage. Poper handles easier, 
there's less eye-strain. 


R.C.Allen Business Machines, Inc. 





679 Front Avenue, N.W., Grand Rapids, Michigan 


Protecting your RIGHT 


toa perfect 


“WRITE” 


isa RITE with us 


oe 


is part in the National Defense 


Program is a source of pride to us. 
There is another defense program in 
which we take particular pride ... the protection 
of PANAMA-BEAVER quality . ..come what may... 
so that YOU will always get a perfect “WRITE” 


a) /? 
PANAMA-BEAVER 
Yittbiud aking 
MANIFOLD SUPPLIES CO., 188 3rd Ave., Brooklyn 17, N. ¥. 
Coast to Coast Distribution 
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How many days in payday? 


' For some people, payday can come too 
' often—last too long. 
Take your payroll clerk, for example. 
For her—every payday may mean days 
of tedious preparation—hours of posting, 
checking, re-checking and reconciling. 
Actually, 609% of most payroll prepa- 
ration work is unnecessary. 
With the new Todd Form-Master, any 


— ee ee ee ee ee ee ee ee ee eee -ti—=*S 


THE TODD COMPANY, Inc., Dept. O, 
Rochester 3, N. Y. 


saving Payroll Systems. 


Please tell me more about the Todd time-saving, money- 


clerk can prepare the required three sets 
of records at one time. The operator 
always writes on a fixed line, in a com- 
fortable position. Her work is easy, fast, 
visible, notably free of errors. Cagbons 
are Clear, sharp—in perfect alignment. 

Get all the facts about the Todd Payroll 
Plan that saves employee time and cuts 
company overhead. 





Address 








a... Jains ___Zone__ State. 
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By 





ROCHESTER 
SALES OFFICES IN 


NEW YORK 


PRINCIPAL CITIES 
O-11-52 
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THE SECRET IS IN THE SURFACE 


Revolutionizing Multilith reproduction! New type of coating, 
which makes possible smoother, more accurate, denser 

ink coverage than was ever before possible. And 

because Mercury-Lith is built to the same standards 

os the heavy duty blankets used on the world's largest 
commercial presses — you get extra durability, 

extra mileage. 


AMAZING NEW 


MERCURY-LITH GREEN BLANKET 


R A at 1] R 0 lL L £ a L 0 0. M. RAPPORT, Pres Federal at 26th Street CHICAGO % = . 
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THE BIG 5 


IN STENCIL DUPLICATING 


> TEMPO ALL-ELECTRIC 
OFFICE PRINTER 


for speed—efficiency—beauty 


TEMPO FILM STENCIL 


will produce better copies 
than any other stencil, regard- 
less of typewriter used for 


cutting an 
~ Designed to produce beautiful copies 
| and meet your specific requirements 
| 


he POG “ 
\ 1 J] WRITE FOR CATALOG showing complete 
line of Tempo Duplicators, Stencils, 





acc vs Par ore ~ 


cnc Inks and Accessories 
DUPLICATING PRODUCTS ms 8 ccessorie 








 —— 


MILO HARDING CO. 
434 W. Pico Bivd., Los Angeles 15, Calif. 


MILO HARDING | 
Please send illustrated catalog 
COMPANY 


Established 1904 
434 WEST PICO BOULEVARD, 


LOS ANGELES 15, CALIFORNIA 





Nome 
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X= High Printing Costs 


2 = The Vari-Typer 


LL 


won 
a 


ts Way 
\ <~ : 
&. Body copy produced on 
DSJ Model. Headlines 
photo-composed on the 


Headliner. 





Take those high printing costs; 
divide them by three, and no doubt 
your printing is being done the 
Vari-Typer way. Thousands of the 
nation’s leading business firms 
have cut printing costs from 25% 
to 75% through the use of Vari- 
Typer. For books, booklets, sales 
forms, catalogs, promotion and 
direct mail material, Vari-Typer 
will get results comparable to 
printer’s type composition at its ara 
best. Vari-Typer has hundreds of 4 RALPH C, COXHEAD CORPORATION 
a changeable a = | 720 Frelinghuysen Ave., Newark 5, N.J. 
Fer rors pmol oi | Please send me Vari-Typer Booklet 114 
mimeo stencil, or other processes, 
Vari-Typer and your own typist | 
will do the job speedily, pro- | 
fessionally and at a BIG saving. | 
| 
| 











ADORESS 


Clip the coupon for free illus- wins 


trated brochure. 
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if you're an office “Velvet Touch” Electric 
machine dealer here’s your Monroe Adding Machine 
big chance to cash in with one of the 
most popular, fast-selling lines in the office 
equipment industry. Only Monroe offers 
you, the dealer, a fine full keyboard adding machine 
plus a full keyboard rotary-type calculator — 
both in a wide range of hand and 
electric models and capacities. 


You and your customers 
know Monroe quality and work- 
manship. Tops in performance 
and appearance ... Monroe is 
the line that’s bound to mean 
more business, more profits, 
more volume for you. 


Act now while opportunity 
<xyIknoeks! Mail;that coupon today! 
World-famous Electric 


Model LA-5 
Monroe Adding-Calculator 








Dealer Sales Division, 555 Mitchell $t., Orange, N. 4, 
Please tell me how | can become a Monroe dealer. 


[ata tat 
1 
! 


Neme 
u 





; MACHINE COMPANY, INC. 
@eices, Orange, N. J. 
er Sales Division, 
ll Street, Orange, N. J. 





Street 





City 








it follows the girl’s back around all day 


Sturgis engineers patented a regular clinging vine of a back 
support for stenographic and clerical chairs, called Follow-Flex. 
Let the girl turn right or left, lean forward or backward, the 
ingeniously steel-springed Follow-Flex clings faithfully 

to her back. Result: a 

relaxed, efficient girl. 


_— 


~ 


~~ 
You can’t see all 
y the quality that’s 


i engineered into 
\ 


Sturgis chairs. 


N 





The secret of Follow-Flex is this steel 
spring which serves as a flexing 
agent between the comfortably 
padded backrest and the tubular 


steel back posts. 


Sturgis chairs are engineered for keeps 

. You can’t see all the quality engi- 
neered into a Sturgis chair but it’s there 
in full measure—and because it’s there a 
Sturgis chair is a long term investment in 
office comfort and efficiency. The Sturgis 
Posture Chair Company, Sturgis, Mich. 
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There's something you just 


can't ignore about any letter 


typed on an IBM Electric 


Executive* Typewriter 





For demonstration or illustrated brochure, write Available in 
to International Business Machines, Dept. OF-5, 6 colors as well as gray 
590 Madison Avenue, New York 22, New York. Pynaoe MARK 
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RUSE oor 


makes a world of DIFFERENCE 


Really scientific achievement is considered 
accomplished only after timeless research 

. and indefatigable testing. ROSE 
Products are produced that way! Labora- 
tory tested ... proven .. . dependable. 





Rose Products are dependable because 
they rank highest in performance and 


satisfaction. 


Specialists in the manufacture of: 


MASTER UNITS (Plain and Printed) 
SPIRIT CARBONS 

HECTOGRAPH CARBONS 
Hektowriter Rolls 

Also Duplicating Fluid and Hand 


RIBBON AND CARBON 
MANUFACTURING C8., INC. 


Genefal Offices and Factory...Harrison, N. 52 
oi en lean 
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The new ODHNER gives your customers 


the 4 things they want most in an 
adding machine ! 


The unique rotary drive cuts out back and 
forth vibration that causes the noise in or- 
dinary adding machines. The entire work- 
ing mechanism is suspended on rubber 
shock absorbers to deaden sound. 


2. MORE SPEEO Fingers can fly over an Odhner keyboard 


because it is made to fit the human hand —key height corresponds with 
finger length and all keys are within easy reach. 


3. EAS. /ER 70 OPERATi (J Less pressure is needed to press 


the keys and double-duty keys cut waste motion. 


4. EASIER 70 SERVICE It is built in three 


sections to make servicing easier and faster. Fully equipped 
factory service. Ten-year spare parts supply available. 


In addition to the above features, all 
models are electric, with direct subtrac- 
tion. There is a model for every need, all 
competitively priced. 


Made by the makers of FACIT (made in 
Sweden) world-famous 10 key touch cal- 
culator. 


SOME DEALERSHIPS STILL OPEN! 
Write for details. 

Odhner Division, Dept.G 

FACIT, INC. 


500 Fifth Avenue 
New York 36, N.Y. ) 
LOngacre 5-1095 


FACIT, INC.—Sole U.S. Distributor of Odhner Adding Machines. 
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WOULD YOU BUILD A HOUSE 
WITHOUT A FOUNDATION? 





Just as every sound house must start with a good founda- 
tion, every calculation must start with the right Keyboard 
Entry. Yet MARCHANT is the only American calculator 
with check dials for verifying the Keyboard Entry. 


Only on MARCHANT, at the conclusion of a multiplication problem, are all three figures 
available... multiplicand in Keyboard Dials .. . multiplier in Upper Dials... answer in 
Middle Dials. No re-run is necessary for checking. 


Only on MARCHANT’S Keyboard Dials can you check the dividend 
and divisor as they are entered in a division problem. 

And, at the conclusion of division, MARCHANT automatically 
clears Keyboard Dials and any remainder from Middle Dials, 
leaving nothing to copy but your answer in Upper Dials. 


Multiplication and division account for 95% of 
all calculator work—build all your figurework 
solidly on MARCHANT’S audit-proof dials for 
checking all entries and the answer. 





The MARCHANT MAN in your phone book 
would appreciate a call from you and 
an opportunity te demonstrate these 
features on your own work. 

Call him or mail the coupon. 


MODEL EFA 


Mail this Coupon with your business letterhead to get your FREE : 
GUIDE TO MODERN FIGURING METHODS oO: 
} ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [_] } 


MARCHANT CALCULATORS, ENC. : 


OAKLAND 8B, CALIFORNIA 0-11 : 
; 
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These Important Items are 


Electric typewriters put carbon paper to a new test . . . in fact 
require special carbons. Carter offers these in all lines so that 
you can enjoy the efficiency of your favorite Carter brand with 
electric typewriters, as well as with standard typewriters. 





Wey \ oan 
Carlen | 


<p vapor duplicators are becoming the “number one” method 
of office duplicating. Progressive office managers are giving more 


Duplicator Supplies and more attention to the growing need for dependable duplicatin: 


Makers of Fine 


Since 1897 





supplies. The Carter line of duplicating supplies is complete, an 
of course, tops in quality. 


With nearly a million electric typewriters already in 
use, and with spirit vapor machines rapidly dis- 
placing other types of duplicating equipment, users 
are faced with new problems. More than ever sup- 
plies must be fitted to specific uses. 


Carbons and Ribbons Carter’s thorough study of these new types of 


THe Carter's 


CAMBRIDGE 42, 


Needed in Every Efficient Office 


Nylon Ribbons 


Ribbons, too, must be able to take the heavier pounding of these 
new machines. It’s not unusual to find ribbon usage in offices 
having electric typewriters from 50% to 60% higher than before. 
Carter's electric ribbons are helping reduce this percentage. 


Originally pioneered as a “special” ribbon, Carter’s Nylons are 
now available right through the line . . . in your favogite 
Carter brand. Many offices have standardized on the famous 
Carter “Super Nylon”. Of course, all Carter Nylons are equipped 
with Silver-Tip ends to keep fingers clean. 


equipment has developed a simple, yet unusually 
practical and complete line of supplies for electric 
typewriters and spirit vapor duplicators. See your 


favorite stationer or office 


ing the right Carter Carbons, Ribbons and Dupli- 


cating Supplies for your machines. GX. 


Ink ComPANY 


BOSTON, MASSACHUSETTS 


-_— 


outfitter for help in select- 5 
4 { 4 


9 
OY | 





1. avromaric 2.. SUBTRACTIONS 3. automatic 4. automatic 5. Lance 
CLEAR SIGNAL IN RED CREDIT BALANCE SPACE-UP OF TAPE ANSWER DIALS 


QN average listings these 8 features 
save hundreds of motions every 
hour! 

Isn’t it reasonable, then, to get the 
only Adding Machine that combines 
all 8—the National? Call the local 
National factory branch, or dealer, 
for a demonstration. Models and 

8. rueceo-puty prices to fit your needs. (No obliga- 


6. easy-toucn 7. STAIR-STEP, 
uon to buy). MODEL SHOWN 11-EN 


KEY ACTION VISIBLE KEYBOARD CONSTRUCTION 


Only Walional 


money-saving features on 


one adding machine 


= 


ADDING MACHINES + CASH REGISTERS 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO ACCOUNTING MACHINES 
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Microfilm 


Factory production efficiency for the modern office! 


Diebold’s 


new Elevator File 


brings the work to the operator 


Now you Can rid yourself of old-fashioned. 
costly record routines—for Diebold’s new Elevator 
File is a production machine that raises all record 
keeping to a new high level of efficiency—and cuts 
record keeping costs. 

And as for capacity, there are up to 38 linear 


feet of records contained in 6 square feet of floor 
space—more than 50,000 records available at the 
touch of a button! 

We're sure you'll want more facts and an 
immediate demonstration of this remarkable file. 
Simply fill out the coupon below and mail today. 


serving business for over 94 years 
& 


Over 150,000 records 
in the same space as an office desk 


* rotery, vertical and visible filing equipment + 
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safes, chests ond vault doors . 


eho 2" 


Centon 2, Ohio 


| want complete facts and a demonstration of your new Elevotor 
File, without obligation 


NAME TITLE 





COMPANY, 


Factery bronches ond dealers in all principal cities 


bonk voult equipment * burglar clorms 
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‘For construction features that attract customers 


let's bring up “REINFORCEMENTS” 


Users of meta! office furniture have a right 
to expect efficiency, comfort, economy and 
eye-appeal and they get them all by 
insisting on INVINCIBLE. But Invincible 
@lso assures the all-important factors of 
STRENGTH and DURABILITY, through 
extra rugged construction as shown in the 
drawing at the right. Note how a 30” desk 
top is reinforced by 3 big box channels plus 
the 2 angle rims at the edges for a total of 
5 supporting members. A 36” top has 5 box 
Channels and 2 angle rims for a total of 7 
Sturdy supports. Each desk slide also has a 
fugged box channel support. Each desk 
island has 2-supporting box channels which 
combine the strength of the island inter- 
members with the vertical reinforcements 
shown at the side of the pedestal. Because 
these reinforcements are placed on both sides 
of each pedestal, any shocks resulting from 
dropping or rough handling are absorbed 
through the entire framework of the desk. 
For detailed information on other distinctive 
features which convince users that Invincible 
equipment is a wise investment “for better 
business living’’—write the factory direct. 


INVINCIBLE METAL FURNITURE CO. 
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Commercial Office Equipment 
“FOR BETTER BUSINESS LIVING” 


e MANITOWOC, WISCONSIN 
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Only the 


LO5CO 
EXECUTIVE 


is adjustable 


in so 
many ways 


...8o easily! 


@ Six easy adjustments, made with- 
out tools, to fit your own physique, 
work habits and ideas of comfort. 
No other office chair has them all! 
Smart styling and sturdy, all-steel 
construction . . . with handsome 


($49.50*) 


DuPont ‘“‘Fabrilite’’ upholstery and 
Bonderized, baked-on enamel finish 
in modern office colors. Get com- 
plete information on the full line of 
handsome all-steel COSCO Office 
Chairs. Mail handy coupon today! 


HAMILTON MANUFACTURING CORPORATION + COLUMBUS, INDIANA 


Also these COSCO favorites: 


Model 15-S 
Secretarial Chair 


$ 32-50 y 
($33.50*) 


Model 20-A 
Arm Chair 


$ 27-50 
($28.50*) 


* Zone 2: Florida, Texas 


and I] Western states 


HAMILTON MANUFACTURING CORPORATION, 
Dept. G-11, Columbus, Ind. 

Please send, without obligation, name of near- 
est dealer and complete catalog. 


Firm... 
By 
Address 


City 


L0SCO >; 


Good seating...in good taste...is good business 


THe Orrice—November, 1952 


39 








pronto 


STORAGE FILES 


20 sizes to choose from. Size and price chart on request. 
LOCATE YOUR RECORDS EASILY—No more need of fussing 


and fuming. With Pronto files you can get at all records 
just as easily as in your regular active files. 


STURDY CONSTRUCTION—Prontos are built of 275-lb. test 
corrugated fibre board and reinforced with steel on the 
shell and the four corners of the drawers. 

BEAUTIFUL APPEARANCE—Pronto files are beautiful in appear- 
ance, finished in an attractive olive green. The steel drawer 
front matches your regular active office files. 


SAVE FLOOR SPACE—Constructed to interlock into solid units. 


Stack as high as the ceiling—save valuable floor space. 


Letter Size 
$3.55 


Check Size $2.40 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES 


PRONTO FILE CORPORATION 


285 Madison Avenue New York 17,N.Y 





NEW! THE BIG THREE 


THE VERY LATEST IN QUALITY CARBON PAPER 


Made Especially to Simplify Your Carbon Paper Purchases 


Ist: 


Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN. Will not rollmark on any machine. Copies will not rub, easy erasure, makes 
5 copies on 24-lb. legal paper. Tops for Accountants or for Executive or Drafting Depts. 
where positive cleanness is a must. Once used, all other kinds are positively out. 


New Medium Finish 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on paper used. 
This Carbon is perfect for regular Correspondence Depts. or for all systems of Purchasing 
or factory orders where medium weight white or colored forms are used. This carbon is 
exceptionally clean; also, the black coating on the paper will outwear the tissue it is on 
and that tissue is the strongest made. 


New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a necessity. Some 
firms are making 25 Copies at one operation on an |.B.M. Machine. IF used on Standard 
Typewriter with hard platen 20 copies can be made at one time if 10-Ib. glazed finish 
Onion skin tissue is used. This carbon paper is superior for manifolding on all soft or 
manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets #1 
Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
sheets #3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 


Kee Lox Mfg. Co., Rochester 1, N. Y., U.S.A. 


Mall TODAY Please send Free, without any obligation, samples as above to: 
PLEASE BAR ncrenepetarome 


intial enn PS ee Reet ee 


THANKS ECE 





Signed__ 











So Fast Only A Stroboscopic Photo 
Can Show the Clary Doing Your Work © 


HAND-SPAN KEYBOARD with an 
extra add bar at the bottom lets 
you printan entire row of figures 
simultaneously—with one feather 
touch instead of four or five. Ne- 
tice the pyramid keys, they can’t 
snag your fingernails. 


IN ONE-THIRD OF A SECOND, faster than your eye can see, 
the all-electric Clary figures your answer, prints it, auto- 
matically jumps the tape above the tear-off bar, clears 


the machine. The Clary adds, subtracts, multiplies and 
NEW ROTARY ACTION enables 
: . Clary to spin out answers from 
work up to 48% faster than other adding machines —and swift, quiet wheels. This makes 


divices at the rate of 188 operations a minute, does your 


does it with such simplicity you'll end a tough day the usual back-and-forth print- 


unfatigued. That's because Clary’s new kind of keyboard ing mechanism obsolete. Test 
Clary speed, simplicity, accur- 


eliminates 75% to 80% of the hand motions. ee 
acy on your jobs today. 


Look for a Clary Representative 
in the phone book yellow pages. 


Clary does your work faster 


Manufacturer of Adding Machines and Bookkeeping Cash Registers 


FREE — Helpful booklet—‘Time, People and Equipment” is packed with management ideas. 
CLARY MULTIPLIER CORPORATION, Dept. O-11, 408 Junipero Street, San Gabriel, California 
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STAPLES at a TOUCH of the PAPER 


What the sewing machine did for sewing, ... securely fastens up to 20 sheets of me- | 
the BATES ELECTRIC STAPLER does for stapling. dium weight paper. Say goodbye to tiring, 
A touch of the paper and the BATES ELECTRIC time-wasting manual stapling . . . speed up 
makes its own rustless brass staple from a the job with a BATES ELECTRIC. Clip the coupon 
spool of wire .. . “shoots” it quick as a wink for full information. 


5000 shots with one loading 

Smaller than a typewriter... only 27 Ibs. 

Extremely quiet 

Rubber “‘toes” prevent damage to desks 

Tested for 4 years... hundreds in use 

110-120 AC motor drive... hair trigger switch 

Saves time and trouble ... actually pays for itself in a short time. 


THE BATES MFG. CO., 28 Vesey St., New York 7, N. 
Dear Sirs: | would like more information on the BATES ELECTRIC STAPLER 


6, NJ. ° N.Y. Offices, 30 Vesey St. ; 
Staplers Pertorators My stationer is.... 
Machines List Finders Eyeleters, etc. Address 
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a Soo MAKE YOUR OWN DESK COMBINATION 





4%” wide x 22” deep 
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wide, All 6 drawers 
15%" deep. 
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America’s mest beavtiful and 
versatile portable filing system 





modern 
streamlined 
efficient 
functional 
low priced 








Sieelnasite BASIC UNIT 


A Sichnavte masterpiece of modern precision engineering in creating an extremely efficient 
functional business unit. 

Unit made of best grade furniture steel, electrically welded, expertly assembled, quiet easy 
gliding slide top and easy glide casters to bring the unit to any point of service as required. 
Full capacity correspondence section, storage sections and many other specialized uses as indi- 
cated on the facing page. All especially designed to meet your business needs and requirements, 
and permit you to command all of your records under finger-tip instant control. A unit that secures 
efficient service and will be new and in the modern spirit for many years to come. 


basic dimensions all units 
Letter (SLR-1, SLR-2, SLR-3, SLR-4, SLR-5, SLR-6) 331 high x 15% wide x 22' deep 


Legal (SLR-1C, SLR-2C, SLR-3C, SLR-5C, SLR-6C) 33’ high x 18%" wide x 22 deep 














F.O.B. N.Y. All Prices Order by Catalog Number 
Higher on West Coast  AVAMABLE IN Fadana Grey or Seclnasie stanvann onsen pte damages Me 


art steel sales corp. new york 63 n. y., u.s. a. 
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SMEAD’S TELL-I1-VISION SYSTEM 


e966. v & fat OFFce 


READS LIKE A 800K 
LEFT TO RIGHT- 
GROWS AS NEEDED 








By using Smead's Tell-I-Vision filing system, you can 
reduce filing time. The olphobeticol-color signal 
system for finding — and the numerical-color signal 
system for replocing — moke filing easy, fast, and 


occurote Colorful Plastic Tabs 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOU 


a Smead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 
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just ahead lies the answer 
to office efficiency... 


Take the steps now that lead to any of the 
modern QUEEN plants in Chicago, Atlanta 

or Brooklyn where the nation’s most wanted 
and finest duplicating supplies are manufactured 
with care and understanding for the needs 

of today’s business firm. 


The most cordial of invitations is extended to 
you to visit any QUEEN plant. By doing so, 
you're headed in the right direction for 
streamlined office operation and, of course, 
streamlined profits. 





RIBBON & CARBON CO,, Inc. 


128 — Ave., _ 11, N. Y. 


Manufacturers of: 
e@ INKED RIBBONS e@ CARBONIZED ROLLS @ MASTER UNITS (PLAIN & PRINTED) 
@ CARBON PAPERS e@ SPIRIT & GELATIN CARBONS 


FACTORIES: BROOKLYN, N.Y. © CHICAGO, ILL. ©@ ATLANTA, GA. 
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with the 
TIME-SAVING 


DENOMINATOR! 


Are you still tallying customers’ orders with old-fashioned, inaccurate pencil- 
and-paper or peg board? Then why not modernize your order-taking depart- 
ment with the ingeniously designed, easy-to-operate DENOMINATOR! 


Machines are made up in any number of units to meet your specific require- 
ments... One unit fits comfortably in the palm of your hand. 


Test it for accuracy...Try it for economy! For details write Dept. 6-0. 


THE Denominato Zz Compan Y; INC. 


761 BROADWAY NEV YORK 7, N 


Manufacturers of Tabulating Machines for over 35 years 
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DEALERS! Why not sell the only 
y 


card index addressing system that is available to Dealers? 


Harmon P. Elliott 
143 Albany St. 
Cambridge 39, Mass. 


Hhidbsiittitin FRONT 


An Elliott address card is actually 
also an index card, and a file of Elliott 
address cards can therefore be kept up 
to date and in alphabetical order at 
all times. 


We supply this simple clamp that 
snaps over the platen of any type- 
writer. 


Then the address cards are inserted 
and turned into typing position. With 
the ribbon ‘‘ON”’ they are indexed 
and with the ribbon ‘‘OFF’’ they are 
stenciled. 


Then they are filed in sectional steel 
filing cabinets exactly like index 
cards, and you can add sectional 
cabinets as your list grows. 
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Elliott address cards are inserted in 
the Elliott addressing machine by the 
trayful. 


Each time the lever is _— a dif- 
ferent address is printed. 


And the address cards are removed 
from the addressing machine in the 
same way. 

Hundreds of Office Equipment Dealers are 
now selling the Addresserette. 


» ADDRESSING 
MACHINE CO. 
199-F Albany Street, Cambridge 39, Mass. 
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Which File 
of Papers 


Rid your files of soft folders and loose filing, with 


ACCOBIND FOLDERS 


“ACCO-bound Papers are SAFE Papers” 


Accobind Folders of fine pressboard 
incorporate the ACCO Fastener of 
smooth pliable steel for the all-im- 
portant safety factor. Each paper, 
punched and placed over the prongs 
of the ACCO Fastener, retains its 
proper place in the folder by date, 
number, or other required sequence, 
and is not subject to accidental loss 
or misplacement. 


The unique Accobind 


All good stationers have Accobind Folders and 


transfer 


feature enables the bound units to 
be withdrawn from the metallic 
holding device in the folder, to be 
placed — ready-indexed — in the 
transfer file. With a new Indexing 
Sheet and ACCO Fastener intro- 
duced into the slideway of the 
Accobind Folder, it continues on, 
year after year, to give you a 
supremely fine filing-binding service. 


Acco Fasteners (30 styles) for your every need. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 
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NO ADVANCE IN PRICES! 
Immediate Delivery 


6 is con STRIP 
poccummm (y W-2 FORMS 
For 1952 





Approved by 
@ U. S. Treasury Department 
@ Various States A SIMPLE “SNAP-OUT” MOTION 
__ (5 and 6 part forms) INSTANTLY SEPARATES FORMS & CARBONS 
®@ Various Cities where practicable 
Original and Duplicate Remain Attached 
@ Special 5 part form for States of ’ 
New York and North Carolina Without Carbon. 





Forms W-2 and Envelopes including 
employer’s imprint can be shipped 
within a few days from receipt of 
order. 


S-K FORMS CO. 


1619 WALNUT STREET 
PHILADELPHIA 3, PENNA. 
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How much stock 


does it take 
to do a good {= 























carbon paper business? 


It all starts with Flagship’s revolutionary metallic back...This important patented de- 
+ velopment, which gives Flagship fine working, handling and lasting qualities, also give 
it versatility never before found in carbon paper. And it is this versatility that can mean 
carbon paper volume —and profits— you never dreamed of. For now, instead of stock- 
ing a different kind and price class for almost every customer, you can please your most 


| 


— a 


* Flagship is curi-proof, 


not just curl-resistant 


* Flogship's metallic bock 


means extra wear, easier 
handling 


* Flagship makes shorp, 


permonent copies 


© Flagship ollows smudge- 


less erasures 


discriminating customers with a single brand! That’s some- 
thing to rock the carbon paper business. But mark these 
points as well: 


© Flagship’s pigmentized carbon formula, its absence of dye and 
smudge, give your sales staff something new to talk about. And 
because the Flagship line is easier to understand and explain — 


it’s easier to sell. 


© Flagship’s rememberable look —its one and only metallic back 
with the silvery gleam — establishes itself unforgettably in your 
customers’ minds. They become your carbon paper steadies. 


© Flagship’s home office and road staff stand behind you with expert 
merchandising counsel and sales aids that really sell. And still there’s 
more! For the whole story, write today! 


General Offices and Factory: 165 Duane Street, New York 13 


1) Peer 
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EVERLAST writing instruments feature the change- 
able point. They are precision-made, handsomely 
styled and completely guaranteed—yet sell in the 
popular price range.* 


In today’s market, EVERLAST, expanding its 
national sales and advertising program, offers an un- 
usual opportunity to the distributor who will aggres- 
sively promote this line. 


@ THE EVERLAST CHANGEABLE POINT PEN 
Choice of 4 changeable points, 5 jewel-like colors. Sold 
in display cards of 12 or in bulk shipments to stock 
self-selling, handsome illuminated display. A _ big 
volume item! 


@ THE EVERLAST CHANGEABLE POINT PEN AND PENCIL SET 


The Everlast Changeable Point Pen with matching 
mechanical pencil in a handsome gift box. 


THE EVERLAST ‘'EXCELLENCY"’ PEN 

Choice of 4 changeable points. Luxurious gleaming 
white rhodium finish metal casing. Also offered in a 
matching pen and pencil set. Beautifully gift boxed. 


And - hate - @ sensational new addition to the line . . . 7 

TH RLAST ‘'EXECUTIVE'' DESK PEN SET DE LUXE 

This desk set is sure to be the hit of the year! Change- / CONTACT 
able point feature, streamlined design, choice of 4 j R 

colors, giant ink supply. Packaged in a stunning trans- / - Gene Brown by 
parent circular plastic gift box! / phone or letter for 





further information 
This attractive illu- en — 


minated display is a , torships. 
typical of the i : : 

EVERLAST promo- 

tional materials. It’s iy Oe ; 

a@ sure stopper and 

self-seller! It drama- bs own 
tizes the choice of |; Sy en R 

pen colors and $ f i x ot 
pointe « . . Wea | 4 G Sales pirect 


* fair traded 


e 
writing desk for pen canst 
testing ... stocks a ; . Nation 
gross of pens and 

points, yet occupies ; a 4 

amazingly little | Bagels EVERLAST Witt 

counter space! Offer- pRice, 

ed without cost in r 
our special limited 
time deal, 


Guerlaas 


OVER 50 YEARS 
OF QUALITY 
PENMANSHIP 





= 
mel 
© 
== 
_ 
Zz 
© 
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LETTER TRAY — strong two 
point suspension allows ac- 
cess from entire front and 
both sides. Tiers quickly 








Great NAMES IN INDUSTRY... = 
cHoose Grea’ DESK TOP EQUIPMENT waite as aie capes ies bah anal 


with iridium tipped points to match modern office 
and each point is tested furniture 


BERT M. MORRIS CO. is foremost in the and approved at factory 


RE IS NO SUBSTITUTE 


for writeability. 


field of matched Desk Top Equipment. 





The complete setting shown—pen set, MEMO PADS — available in 
memo pad, letter tray, ash tray, and two tees Wem Fg 
phone rest, retail for less than you paver is used, or standard 
would expect to pay for one fountain eimaatp 


pen set. 


MORRIS FOUNTAIN PEN SET—A desk foun- 
tain pen with beauty of design and real 
writing utility. Concealed “push button” 
filler and thread-in point section. For long 
life and smooth writing all sets are sup- 
plied with iridium-tipped points. A real 
time and money saver in any office. 

Morris Fountain Pen Set with 
Northrop Aviation, Inc., insignia 
Available in — Grey — Bronze — 


BERT M. ORRIS CO, VE tw ctcgeey ns Gees 
Desk Top Package Deals —#100 and #200 
taquire about the surprisingly low cost of 

I, Que. meotching your desk with these items. 





Gept. 011, 6651 West Third Street 
les Angeles 48, Califeraie 
tn Conede: McFarlane Son & Hodg trd., M 
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gies out of Tax Figures with the 


I* STORE, office and factory... 
today’s workload of tax figuring 
can be “cut to size” by the Friden 
fully-automatic Calculator. 


For in every kind of tax compu- 


tation, including withholdings from 
payroll—as in the processing of 
invoices, inventory, engineering and 
production calculations—the Friden 
performs more steps in figure-work 
without operator decisions than any 
other calculating machine. 

That’s right! The Friden actually 
“thinks out” proved answers to 
figure problems of every kind. It 
does its work so simply, so auto- 
matically, that anyone can use the 
Friden without special training. 
Time-savings pay for the machine! 


Automatically 
it takes work 
out of figure-work 


a. 4 


‘TIdeN 








The Thinking Machine 


of American Business 


Fi OYU a Fridow, However ‘‘different'’ your business is, call in the 


Friden Man near you and watch The Thinking Machine of American Business 
do your figuring. Friden sales, instruction and service available throughout U.S. 
and the world. FRIDEN CALCULATING MACHINE CO., INC., San Leandro, California. 


© Friden Calculating Machine Co., Inc. 
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ROL-DEX installation in the office of the People's Gas, Light and Coke Co., Chicago, Ill. 
a OEE 


: ~ 


“—“<— . 


‘ 
7 


_— 
_ = oo 


Increase Business Efficiency ! 
SAVE up to 40% and More 


—with ROL-DEX* by Watson! 


established 1887 
There is less operating cost per filing inch with ROL-DEX, the modern 





filing method. Records roll quickly to the seated operator on silent ball 


bearings. ROL-DEX needs no motor, requires no maintenance. Investigate 


ROL-DEX today! 


Transfer your present forms *Pat. and Pats. Pending 
or cards to ROL-DEX. SCsesssessssesessevesens 


WATSON MANUFACTURING CO., Inc. 
Rol-Dex Division, Dept. O-3 
Jomestown, New York 
Please send me information about ROL-DEX rolling units. 


NO WALKING 


NO STOOPING 


NO SQUATTING 


~ re ..... State 


Watson also builds a complete line of filing cabinets 
and courthouse, bank and hospital equipment 
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than ever! 


Costs much less to buy’. . 
costs less to own... service 
problems are practically 
nil. Light... portable. 

With or without Keylock 
at no difference in price. 


CALCULATOR 
Combined Keylock Releose 
and Clearing Lever. 


New Plunger Keys with 
pie aR 


Better Color Relation of for 
Instant Subtraction C Selection, 


Reg Stee) ence 
and Clearing Lever. 


Enlarged Answer Figuiee 
in Larger Openings. 


Full Visibility of 
Every Figure at All Angles. 
0 OS er 





‘§cotcn Cellophane Tape. 


STICKS TIGHTER. UNROLLS EASIER RESISTS BREAKING 
NEW HIGH-TACK ADHESIVE THANKS TO EXCLUSIVE TOUGHER, MORE PLIABLE 
TAKES A GOOD FIRM GRIP! NEW BACKSIZING! CONSJRUCTION! 





READ HOW TO SIMPLIFY and speed up office oper- 
ations with the help of “Scotch” Brand Tapes! New 
booklet is full of tips that mean faster work, neater 
desks and files, reduced waste. Write Dept. OF-112, 
3M Co., St. Paul 6, Minn., for your free copy... and 
meanwhile get a supply of the new, improved “Scotch” 
Cellophane Tape! 


The term “Scotch” and the plaid design are registered trademarks for the more than 200 pressure-sensitive 
adhesive tapes made in U.S.A. by Minnesota Mining & Mfg. Co., St. Paul 6, Minn.—also makers of * “Scotch” 

Sound Recording Tape, “Underseal”* Rubberized Coating, “Scotchlite’’ Reflective Sheeting, “Safety- 

Walk"’ Non-Slip Surfacing, “3M” Abrasives, "3M" Adhesives. General Export: 122 E. 42nd St., New 

York 17, N. Y. In Canada: London, Ont., Can, 
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Does this “THING” live 


in your office 

The admission you'd pay to see this 
in an aquarium is lost to sight 
when compared to the millions that 
are wasted to keep it in an office. 
Old-fashioned write and re-write, do- 
it-over-and-over-again paper work 
methods are burdens that give P&L 
statements saddle sores. 

But no more of that for the hun- 
dreds of companies all through in- 
dustry who have streamlined their 
paper work with Colitho “One 
Write” Systems. Work-hours and 
cost-dollars are saved in huge quan- 
tities when you use Colitho Offset 
Master Plates to convert estimating, 
purchasing, production and billing 
forms into “one write” systems. 

Colitho Plates are printed to your 
requirements and supplied in “snap- 
out” manifold sets or continuous 
for tabulator, teletype, formswriter, 
or addressograph. 


FES Write for the Colitho Manual 


y> and sample plates. 





COLUMBIA RIBBON & CARBON MFG. CO., Ine. 
1011 Herb Hill Road, Glen Cove, L.I., New York 
Colitho Plates are adaptable to pur- 


chasing, manufacturing, distribution, 
selling, billing and accounting forms. 


OFFSET MASTER PLATES 


LO Colitho plates and supplies make any 
offset duplicator a better duplicator. 
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WORK SIMPLIFICATION PROGRAM, Covern- 
ment Printing Office, Washington 25, D. C. 
The following were designed for su- 

pervisors and are the result of a govern- 

ment tested program for improving work 
methods: 


Outlines for the Trainer in the Conduct of Work 
Simplification Training Sessions. Catalog No. 
Pr 33.102:W 89/7, pp. 91, 45 cents. 


Visual Presentations for Introductory & Training 
Sessions in Work Simplification (designed for 
use with above manual). Catalog No. Pr 
33.102:W 89/6, pp. 72, 55 cents. 


Specifications for an Agency Work Simplification 
Program. Catalog No. Pr 33.102:W 89/8, pp. 
4, 10 cents. 


Trainer's Guide to the Work Simplification 
Training Sessions. Catalog No. Pr 33.102:W 
89/5, pp. 8, 10 cents. 


CORPORATION GIVING by F. Emerson Andrews. 
Russell Sage Foundation, New York, pp. 361, 
$4.50. 

This subject has received much promi- 
nence recently. The first section pre- 
sents facts of corporate giving, its ex- 
tent and the present practices of corpo- 
rations of all types and with all classes 
of assets. The second section deals with 
the beneficiaries, the ways in which they 
are already being helped and advice on 
their future course. A final section covers 
legal and tax problems. 


1-DIENST (Punched Card Information Service) 
edited by Dr. jur. Wolfgang Meyer. R.W.R. 
Neumann, Hamburg-Wandsbek, Germany. DM 
100 yearly. 


A monthly publication, in German, 
specializing in discussion of all punched 
card equipment, European and American, 
including electronic. A wide variety of 
problems to further the uses of punched 
card equipment is discussed. 
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QOpicina-QC)pouner 


HANDY CALCULATORS 


“The machine to count on” 


The following example shows 
simplicity and speed of opera- 
tion. 


ONLY ONE SETTING NECESSARY 


Simply set levers at “68” and 
calculate the answer in 25 sec- 
onds without setting any other 
figures. 

68 units @ $1.75......$119.00 
15% discount 


101.15 
Less 242% for cash ... 2.53 


$ 98.62 


Compare the advantages of this 
sturdy, low-cost, portable and 
efficient calculator with any ma- 
chines in the field. Why pay 
more? 


Write for Bulletin QO-113 


IVAN SORVALL, PRES, 


210 FIFTH AVE., NEW YORK 10, N. Y. 
SOLE DISTRIBUTORS FOR U.S.A. 








Jime Jo 


SE CONDOS 


AMAZING 
NEW 
PORTAGRAPH 
COPY FIX 


Portable ...simple to operate . 
Inexpensive to use! 





Copyfix is your answer to improved photocopying without time- 


consuming processing, Copyfix gives you, m seconds, a finished, 
photo-exact positive copy of any office record regardless of type or 
olor. Best of all, anyone on your office staff can do the job without 


previous photographic experience. 


GET THE FULL STORY ON COPYFIX 


RGOM 1477, 315 FOURTH AVE. 
REMINGTON RAND INC. WEW YORK 10, N. Y. 


Please send me free booklet P-334 describing in detail this great new unit. 


Name SE (ic aé< D 
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SIDNEY FELDMAN 


VERYONE working in commercial 

or industrial offices is using somebody 

else’s money, merchandise or equip- 
ment. Sooner or later some of these 
workers, except those self-employed, will 
take something which does not belong to 
them. That something may range from 
a lead pencil to a million dollars—more 
or less. The act of taking what is en- 
trusted to your use or care in business is 
ealled “defaleation.” To put it adroitly, 
it’s a self-declared dividend. But bluntly 
—it’s a theft, embezzlement or fraud. In 
ancient Rome “defaleate” meant “cutting 
off with a sickle.” Nowadays, certain 
employees trim many a corner from their 
employer’s inventories, payrolls, expense 
accounts, stockrooms or petty cash 
boxes, among the small and large treas- 
uries of business. 

Here briefly is discussed “why” money 
or merchandise is taken, as well as 
“who” has absconded with “what” and 
“how” it was done as well as “how” the 
guilty person was caught, investigated 
and dealt with finally. 

Before dipping into “how,” it is ad- 
visable to look into “how much” illegal 
dipping is being done into company 
tills in the U. 8. Aceording to one 
estimate “well over a billion dollars 
annually is being siphoned from 
American industry through employee 
thievery.” A more conservative, but none- 
theless overwhelming, figure states that 
“till-tappers run as high as $600,000,- 
000 annually.” It’s anybody’s guess as 
to how much more money has been lost, 
undetected or unreported, through 
frauds yet unknown and possibly never 
to be known. Neither the bottom of the 
till nor the end of till-tapping is in sight. 

Employee dishonesty is a business 
hazard second only to fire. But em- 
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By Ewing Galloway, N. Y. 


loyee dishonesty is a more coldly caleu- 
ted matter in most instances. Workers 
do not have to seale windows or break 
own doors to take their employer’s 
Boods or money which temptingly, teas- 
gly, tauntingly is right under their 


— Paradoxically, these often are 
usted employees. 


Pity of it all, some 
Workers who feel they are smart enough 
fo do their job sometimes get to think- 
ing of smarter ways of making off with 
the money or merchandise they handle 
day after day. 

These thieves have included the low- 
liest clerical help all the way up to the 
highest paid, or not too highly paid, 
@orporation treasurers and bank presi- 
dents. Among others who have stolen 
or embezzled company money or prop- 
erty are salesmen, cashiers, engineers, 
secretaries, credit representatives, as well 
as gas station attendants and janitors. 

Why? Well, John H. Jackson, as- 
sistant general attorney for Fidelity & 
Deposit Co. of Maryland, suggested 
gambling as the chief cause. Then he 
added “extravagant living, family dif- 
ficulties and inadequate salaries.” Gam- 
bling defaleators have ranged from of- 
fice boys and rent collectors who bet on 
wrong horses up to bank presidents who 
bet on wrong speculative stocks. Wine, 
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women and song have lead other em- 
ployees into embezzling and defrauding 
to defray their fun. Health, social and 
other emergencies have coaxed some 
workers away from the path of right- 
eousness. And still others have either 
tried to keep up with the Joneses or keep 
up with the high cost of living during 
our inflationary times. 

No employer or employee can be con- 
sidered safe. While some employees 
start out by willingly taking goods or 
money, others may begin by “borrowing” 
money urgently needed for personal 
needs and then getting deeper involved 
by taking still more and trying to 
smooth over the losses. But instead of 
paying back, they take more company 
eash or property. 

Although every thievery trick in the 
book has been attempted, some workers 
evolve variations on previous practices. 
Ironically, some of these defaleators 
have a tiger by the tail. As long as they 
are present to cover up their crimes 
they are relatively safe. They cannot 
go away or stay away too long to en- 
joy their ill-gotten gains lest they be 
found out. This also may be true of 
such employees who keep on working 
overtime or who refuse to take vaca- 
tions. 

There are just about as many defal- 
cations possible as there are employees, 
jobs, and companies. There are em- 
ployees who steal alone; those who co- 
operate with fellow employees, and 
others who are involved with outside con- 
federates. Their tricks of the trade are 
noted by Mr. Jackson as most fre- 
quently being payroll padding; report- 
ing as “non-collectible,”’ doubtful bills 
which actually were collected; failure to 
record cash sales; raising check amounts 
after they are signed, and cashing checks 
to pay fictitious bills. 

Unusual examples have included a 
worker in a small Ohio town who took 
$41,000 out of which he graciously con- 
tributed to the YMCA, his church, and 
the Anti-Saloon League, according to 
Mr. Jackson. Secretarial and payroll 
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employees have, upon occasion, raised 
other employees’ wages—without taking 
any money for themselves. In addition 
to these “Santa Clauses” there have been 
“Robin Hoods.” A New Jersey bank 
president recently was so dubbed by 
newspapers because he transferred in- 
coming funds from thriving concerns to 
cover up about $400,000 worth of out- 
standing debts of other firms which 
could not meet their obligations. Another 
example, cited by Mr. Jackson, con- 
cerned a clerk in collusion with a printer 
with whom he placed fictitious orders for 
millions of advertising cards which were 
not printed, but for which the company 
was billed. Although the cards cost a 
cent each, over a period of years the 
clerk stole more than $600,000 in which 
the printer shared. 

Last Summer a New York managing 
rental agent ran up $85,000 in race- 
tracks bet losses. To make up these lost 
rentals, the agent cashed forged checks. 
Getting further involved, he covered up 
the check forgeries by replacing actual 
company bank statements with fraudu- 
lent ones. In the rental company office 


the agent intercepted the bank’s legiti- 


mate statements (which showed the 
forged accounts) and substituted his 
counterfeit printed statements. Like 
many defaleations, this was uncovered 
by chance. When one of the rental 
company owners wrote a large check on 
the company account, the bank informed 
him there were insufficient funds to 
satisfy the draft. Upon auditing his 
fraudulent bank statements, the owner 
realized they did not equal the lesser 
amount the bank had reported as being 
in the account. Investigation revealed 
that the rental agent had engaged a 
printer to counterfeit the bank state- 
ments—unlike the advertising card 
printer who was paid for not printing. 

Payroll padding is an _ established 
means of separating a company from 
its money. Some of these cases have 
stretched out over the course of years 
to mount the stolen proceeds into sub- 
stantial sums. A typical case concerned 
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a bookkeeper for a contracting firm who 
added one name to each of four weekly 
payrolls and then cashed the checks (for 
himself) after endorsing the names of 
the payees. He used the names of for- 
mer employees, thus keeping his em- 
ployer from suspecting any irregularity. 
Within about six months an accountant, 
who regularly checked the books and 
records, discovered the losses by com- 
paring the time sheets from various jobs 
against the payrolls. The figures did not 
jibe and a loss of slightly more than 
$6,000 was uncovered. 

Systematic checking turned out to be 
sleuthing in the case of a building ma- 
terials firm cashier-bookkeeper who 
withheld about $9,000 worth of accounts 
receivable. After preparing collection 
sheets listing the items withheld, he 
gave these lists to the accounts receiv- 
able clerk who posted the payments to 
the ledger. But these items never were 
entered in the cash book. In this way 
customers’ accounts were credited for 
payments due—although the employer 
never received his money. 

To bring the ledger control figure into 
balance, the cashier-bookkeeper about 











ja Gambling 


By Ewing Galloway, N. Y. 


once a month prepared a sheet listing 
all the collections he had withheld. He 
had this list posted to the control sheet, 
and then he abstracted this sheet and re- 
moved it from the office. Several of 
* these forms were found in his home, 
the others apparently having been de- 
stroyed. 

First inkling of fraud was uncovered 
by an accountant who found the books 
were not posted up-to-date when he ar- 
rived to make an annual audit. Con- 
fronted with this situation, the cashier- 
bookkeeper first claimed he was trying 
to duplicate his cashbook ever since it 
mysteriously had disappeared. Finally, 
he admitted the shortage and produced 
some of the missing records. So far as 
possible some of these were reconstructed 
by the accountant. 

In addition to being uncovered by ac- 
cident or audits, defaleations also are 
rooted out because of complaints. Some 
culprits work hand-in-hand, such as 
stocks clerks and delivery messengers or 
even cashier-bookkeepers and accounts 
receivable clerks (although this was not 
true of the preceding example). Often 


these defrauders are found out by the 
complaints of éutsiders, third persons, 
who usually are customers. 

Tellers in banks and clerks in rail- 
way ticket offices, in telephone and other 
public utilities bill collection offices 
sometimes have withheld cash receipts. 
Clerks, salesmen and other personnel 
who receive payments outright or on the 
installment plan have pocketed some of 
this company money. Sometimes false 
receipts were given to customers, while 
the clerk or salesman pocketed the 
amount collected. Many of these short- 
ages were detected because customers 
complained of not having their previous 
payments credited and refused to repeat 
such payments brought forward on their 
current bills. 

An unusual case which might be called 
“nervous unintentional dishonesty” was 
uncovered by similar circumstances. A 
high-strung woman was an account re- 
ceivable clerk for a large banking com- 
pany. Although she neither handled nor 
stole any of the company’s money, she 
was heavily tangled in defaleation. In- 
competent, nervous, worrisome and vul- 
nerable to criticism, this woman was in 
charge of the accounts receivable ledger, 
and follow-up on delinquent accounts. 
When some of these waxed so delinquent 
she knew she would be criticized for al- 
lowing them to grow so large, she he- 
gan robbing Peter to pay Paul—she ap- 
plied the credits of good accounts to de- 
linquent ones. She particularly used one 
regularly paying large aceount which at 
that time did not receive monthly state- 
ments covering each delivery. 

An investigation was prompted by the 
well-paying large account which com- 
plained of a large overcharge. Finally, 
the woebegone clerk confessed to having 
tampered with about one-third of 300 
accounts. She had sustained an under. 
termined large loss (some of which an 
optimistie pessimist pointed out prob- 
ably were uncollectable in any event). 
Furthermore, a substantial bill was in- 
eurred in trying to reconstruct accurately 
the muddled records, but this finally 
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was abandoned because it would have 
cost far more than results would have 
justified. The nervous clerk never took a 
single penny for herself. 

Practically all defrauders are very 
much unlike this nervous clerk who was 
a misguided good Samaritan. There is 
the basically honest and uncaleulating 
defaleator who no longer can stand 
either himself or his embezzlement or 
theft. Invariably, he stole to meet the 
emergency, such as illness. Perhaps his 
conscience bothers him, or maybe a close 
relative, friend or other adviser sug- 
gested that he give himself up. Sick at 
heart, mind, or both—he confesses every- 
thing. 

Diametrically opposite is the caleu- 
lating defaleator whose business is steal- 
ing from somebody else’s business. One 
of this type scoops up whatever he ean 
get and escapes; the other carefully (he 
thinks) has covered up his ill deeds so 
they cannot be traced. 

Exemplary of the first type was a 
Cleveland man who was responsible for 
a motion picture house popcorn conces- 
sion from which he dutifully collected in- 
come for one month. Each day he gath- 
ered up receipts, supposedly deposited 
them in a bank, then sent the concession 
owner a duplicate bank deposit receipt 
which showed how much money had 
been banked each time. By the end of 
that month the concession owner no 
longer heard from his representative. 
He learned why upon receiving the 
genuine monthly bank statement which 
did not show a single penny having been 
deposited to the popeorn account. 

The representative had collected all 
profitable popcorn proceeds, pocketed 
them entirely, then wrote out bank de- 
posit slips for amounts which he 
stamped with a phoney rubber stamp 
he had had made-to-order, simulated a 
bank teller’s seribble over each slip, and 
mailed to the concession owner. He 
even set aside a traveling fund out of 
the several thousand dollars with which 
he skipped town. 

One of the canniest defrauders of 
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modern times was a congenial accoun- 
tant who plotted every step of his tak- 
ing ways. Being a modest man, he as- 
sumed the name and work references of 
an accountant who had answered his 
classified advertisement for a job. Then, 
posing as this other man, the defrauder 
obtained a job in the New York office 
of a national chain store. He worked 
so well and so hard that he gradually 
was promoted to be treasurer. He worked 
early mornings, nights, weekends. He 
learned the system thoroughly, even mas- 
tering its intricate bookkeeping and 
checkwriting machines. In the midst of 
his scheming he was sent to one of the 
company’s midwest offices where, like a 
conquering hero, he helped trap a store 
manager who was absconding with the 
company’s money. 

In recognition of his good work, the 
accountant-defrauder operating under 
an assumed name was given a few 
thousand dollars in bonuses—but mean- 
while he had embezzled an additional 
$400,000 or more which he esteemed to 


Trouble 
At Home 


By Ewing Galloway, N. Y. 
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By Ewing Galloway, N. Y. 


be his truer worth. Deviously he had 
twisted the books so that he was sending 
Payment checks to dummy companies 
Which he had set up in various parts of 
the country. Each of these false offices 
was little more than an address, a desk 
He visited 
these places during weekends, often 
ffaveling hundreds or thousands of 
miles, then returned to his desk by Mon- 
day morning. He kept checks moving 
t@ his false front offices through a fabri- 
cated network of entries in the com- 
pany’s books, bolstered by an intimate 
understanding of the company’s office 
systems and office machines and the use 
of his position as company accountant 
afd treasurer. 

Upon accumulating about a half-mil- 
lion dollars, the defrauder decided to go 
on vacation. Instead, he toured his net- 
work of offices to gather up embezzled 
funds banked in various parts of the 
country. Next, he returned to Canada 
and telegrammed his office that he was 
delayed by a broken arm. He was 
joined by his wife who knew he was 
extremely busy (if not overworked) be- 
eause of the late evenings he spent at 
home working on company papers. But 
she did not know what he was up to. 


and a part-time secretary. 
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When the New York office asked a 
local representative in Canada to visit 
the defaleator in a local hospital—no 
record or trace could be found of him. 
This give rise to suspicion which stimu- 
lated a search that ultimately showed 
corporation executives that their revered 
treasurer had been fattening his bank 
accounts with company money. After 
an international tug-o’-war, the em- 
bezzler finally was extradited to New 
York where he currently is serving a 
prison term after which he will be de- 
ported to his native Canada. 

Upon oceasion defaleations are dis- 
covered by inorganic silent forms and 
forces. Paperwork discrepancies usually 
can be uncovered by audits. However, 
there are instances where merchandise 
talks—and missing merchandise at that. 

One of the cases mentioned by Mr. 
Jackson, of Fidelity & Deposit Co., con- 
cerned an employee who handled the 
company cash register and also balanced 
‘ash income against sales slips. Although 
this cash register issued numbered re- 
ceipts, nobody ever checked the num- 
bered copies which had been removed 
from the register to see that all num- 
bers were accounted for. In this way 
the salesman simply neglected to ring 
up certain sales and pocketed the cash. 
At day’s end he removed the machine 
copies which showed an amount equal 
to the eash which he had withheld. 
Thus he belanced his cash only against 
those sales slips which he had turned in. 

It would have been easy for the em- 
bezzlement to be intercepted, if some- 
body other than the salesman had re- 
moved the machine copies or checked 
them to account for all numbers. This 
loss was discovered because much of it 
was conspicious by its absence from in- 
ventory. The amount of money re- 
ported did not equal the amount of 
goods missing from the shelves. Since 
no records of withheld sales was avail- 
able, the company never realized its full 
financial loss. Moreover, even if some- 
body were in charge of checking receipts 

(Continued on page 100) 
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Responsibility 


For Dishonesty Losses 


GEORGE A. CONNER 
Fidelity & Deposit Co. of Maryland, Baltimore 


T= fact that so many large losses 


sustained by companies have been 

allowed to continue undiscovered over 
a long period of years has brought 
blushes to many faces of that part of 
management which is responsible for 
devising proper systems of control. If 
you represent that part of management, 
I hope you will never have reason to 
blush for any cause whatsoever. You are 
responsible for the prevention of dis- 
honesty losses and the early discovery 
in the event of any breakdown in opera- 
tional procedure. Nothing can be taken 
for granted in your work. As you may 
expect, the largest losses are caused by 
the most trusted officers. You must ever 
be alert to the unusual. No job ean be 
bandled in purely routine manner. Any- 
thing out of the ordinary must be ques- 
tioned and an explanation found for it. 

Two of the largest losses sustained 
by insurance companies were discovered 
by a simple question: “Why is the loss 
ratio on a certain line of business in X 
territory excessively high when com- 
pared with all other territories?” Each 
of the losses in question consisted of 
fictitious claims put through by claim- 
handling officials. There have been many 
studies made of dishonesty losses, their 
causes and methods of prevention. All 
conelude that two things are essential in 
preventing them and assuring an early 
discovery if the human element makes 
prevention impossible: 

1. A good system of internal control. A 
system of poor internal controls is an 
invitation to the dishonest employee to 
have a field day. Your responsibility is 
to set up the best possible system that 
will fit the needs of your organization. 

2. The success of your system of in- 
ternal controls depends entirely on the 
human factor responsible for its ad- 
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ministration. Continual vigilance is 
necessary to assure that the best system 
in the world is properly carried out. 
This point cannot be given too much 
emphasis. The system may break down 
through an officer or employee allowing 
someone else to reconcile his bank ac- 
counts for him; through his failure to 
maintain proper control over customers’ 
accounts; or through relinquishing any 
part of his assigned duties (no matter 
how small) to another employee who 
volunteers to perform them. Large scale 
embezzlers are generally the most willing 
and hardest workers in an organization 
and often when a loss is discovered the 
management or executive officer is sur- 
prised to find the scope of the defaulter’s 
activities. 

Responsibility is a serious trust which 
is placed upon management to prevent 
and deter dishonesty losses. How hard 
do you work to effect a $5,000 savings 
in cost of operation through short-cuts, 
ete.? Isn’t it just as important to pre- 
vent a $5,000 dishonesty loss? Have 
you ever thought just what this $5,000 
loss in profits through dishonesty may 
represent? To produce a profit of $5,000 
it is necessary for a company which is 
operating with a cost and expense ratio 
of 95% to produce $100,000 in billings. 
This means that for every $5,000 dis- 
honesty loss which is not covered by 
bond, your sales force must produce 
$100,000 to make up the loss. 

Employees may be divided into two 
groups. There is the larger group which 
is thoroughly honest and trustworthy. 
They are morally honest and just could 
not be dishonest under any cireum- 
stances. We do not have to worry about 
them. On the other hand, there is a 
second group of employees—I’m glad to 

(Continued om page 140) 
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The new plant and office building of the Sacramento Bee was designed by Dunbar Beck and 
Lockwood-Greene. The third floor has 14,000 sq. ft. devoted entirely to employee services: 
cafeteria, sun deck, lounge, lending library and dispensary with offices for physician and nurse. 


The business office of the Sacramento Bee in its new building showing Globe-Wernicke steel 
desks installed by the Sacramento branch of H. S. Crocker Co. 
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In the photo above, General Bind- 

ing Corp. portable plastic binding 

equipment is shown in use. At 

right are seen typewriter stands 

made by Cramer Posture Chair 

Co. and installed by H. S. 
Crocker Co. 


Interiors in the Sacramento Bee's 

new offices, top to bottom: sun 

deck, cafeteria, research depart- 
ment and news room. 








Check Forgeries 
Can Be Prevented 


EWALD MAYER 
Safeguard Corp., Lansdale, Pa. 


HE first known bank of deposit was 

the Banco Di Rialto established in 

Italy in the year 1584. The Chinese 
are credited with cireulating bank notes 
as early as 800 A.D. The Bank of 
Sweden is credited with having issued 
the first bank notes in 1655. The per- 
centage of business transactions in 
America handled by means of checks is 
estimated ranging from 90% to 95%. 
In the United Kingdom the percentage 
runs from 85% to 90%. Check trans- 
actions in the principal U. S. cities are 
running in the neighborhood of fifteen 
billion a week. The average is about 
$7,000 yearly for every person in the 
country. Such figures constitute an in- 
spiring testimonial to the faith that men 
in business have in each other. Along 


with this faith, however, is a responsi- 


bility resting on those who use checks. 

While banks may not refuse checks 
written with pencil, the least anybody 
can do is use pen and ink in writing 
them out. In former years it was 
thought that a typewriter was a fair 
way to protect the writing on a check. 
Banks in Canada try by all possible 
means to discourage the use of type- 
writers for writing checks because type- 
written checks lend themselves to altera- 
tions in the skillful hands of forgers. 
Complete protection today cannot be had 
without the use of a checkwriting ma- 
chine and safety paper. 

The date of a check is essential from 
a record point of view. Banks will pay an 
undated check and pay a postdated check 
on the date marked. However, post- 
dated checks are regarded a poor busi- 
ness practice. 

Amounts in the space for figures 
should correspond with the amounts in 
the body of checks. In case of difference 
between the two amounts as written, 
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the amount in the body of the check 
will be taken by the bank as the correct 
amount. Writing should be done in such 
a way to discourage additions or changes. 
Carelessness may make the drawer of 
the check guilty of negligence in the 
eyes of the law. 

Good business practice today frowns 
on checks made payable to bearer, to 
cash, or to self. The name of the per- 
son or concern for whom the check is 
made out should be given in all cases. 
One of the most risky practices, still 
being encountered from time to time, is 
signing out blank checks in advance. 
They are an open invitation to, “Help 
yourself to my bank account.” Bankers 
recognize their responsibility to deposi- 
tors and are very careful about signa- 
tures. They advise depositors always to 
sign checks in the same way as far as this 
is humanly possible. No two genuine sig- 
natures are ever exactly alike. Handwrit- 
ing experts say that it might happen 
in a million times that one genuine sig- 
nature would be exactly alike another 
genuine signature of a depositor, even 
when both are magnified to many times 
original size. The point is that the de- 
positor should use the same form of let- 
ters, the same method of joining them 
together, and, if possible, he should use 
about the same style of pen for all sig- 
natures to the check. By doing so, he 
gives the bank its best opportunity to 
assure itself of the genuineness of sig- 
natures attached to checks. 

Check account owners have to co- 
operate with the banks in their task to 
protect checks by auditing their check 
accounts within a reasonable time and 
promptly reporting cases of forgery. 
The principal danger, to the depositor, 
of forged checks is the alteration of 
amount for which the check was origi- 
nally issued and alteration of the payee’s 
name. When a depositor exercises due 
diligence to protect the bank against 
manipulations of these two parts of the 
check and is careful about the use of 
his signature, he need not fear he will 

(Continued on page 98) 
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Men 


Women 





Number 
(mil 
All workers employed in jobs 
acquired prior to World 
10. 6 


100 


Number 


- (mil- 
lions) Percent lions) Percent 


2.4 100 





Crattsmen, foremen, and kin- 
dred workers 
Operatives and kindred work- 


Farmers and farm managers- 
Managers, officials, and pro- 
prietors, except farm 
Professional, technical, 

kindred workers 
Clerical and kindred workers- 
Sales workers... =... =....... 
Service workers, including pri- 
vate household workers - - 
Laborers, farm and nonfarm- 
: Less than 100,000. 


and 


HIRTEEN MILLION, or about 
one out of five of the 59,000,000 
members of the nation’s civilian work 
force in January, 1951, had been with 
the same employers since Pearl Harbor 
or before, according to the Dept. of 
Labor’s Bureau of Labor Statistics’ 
analysis of material gathered by the 
3ureau of the Census. The January, 
1951, total included many persons who 
could not possibly have had a continu- 
ous job for a decade because of their 
age. The total work force included 
many men who interrupted their civilian 
careers to serve in the armed forces, 
and others affected by their age groups. 
The proportion with long-job tenure 
therefore, the BLS study concludes, was 
the older worker. 
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Do Workers 
Remain 
In a Job? 
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Workers with long-term attachment 
to their jobs were concentrated in four 
major occupational groups. The most 
important of these was the skilled growp 
or craftsmen and foremen. A large pre- 
portion of the men still occupying pre- 
World War II jobs were also working 
as semi-skilled operatives. The other 
two ranking groups represent the self- 
employed and managerial personnel, 
including many older men. 

White collar work was the predomi- 
nant field of concentration among we- 
men with jobs acquired before World 
War II with 25% engaged in a clerical 
capacity and another 15% in profes 
sional and technical work. Almost a 
fifth of the women with long-term jobs 
were semi-skilled operatives. 





An Index of Office Salaries in 29 Cities 


On the two following pages (74 and 75) there appears a table of indexes of average 
weekly office salaries in 29 cities. This table was prepared for American Manage- 
ment Assn. by Frederick W. Mueller, Regional Wage and Industrial Relations 
Analyst in the New York Regional Office of the Bureau of Labor Statistics. 
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Ewing Galloway, 


What About the Other 85%? 


RICHARD NEUMAIER 
Systems Consultant, Philadelphia 


HILE mechanization in the office 

has made great strides, it is still 

far trom being a deciding factor 
in efficiency. Mechanized operations in 
the office employ about 15% of our cleri- 
cal force (typewriters and one-total add- 
ing machines are not considered as part 
of mechanization but simply as tools 
of the office). Therefore we have 85% 
of our clerical force employed in opera- 
tions whereby the machine has no pacing 
influence on their productivity. It is 
with these 859% of the employees not 
employed on mechanized operations that 
we are mainly concerned. 

Office machine manufacturers have 
done a wonderful job in showing ways 
to simplify oflice procedures and in pro- 
viding mean; of using their equipment 
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advantageously; but nevertheless they 
have covered only a very small field. 
In the area of the 85% of non-mecha- 
nized jobs we find the greatest waste and 
inefficiency. These non-mechanized jobs 
really consist of the following opera- 
tions: reading, talking, phoning, dictat- 
ing, stenography, typing, hand posting, 
writing, filing, searching, comparing, 
manually adding and computing, sign- 
ing, mailing. 

Observation of this list shows clearly 
that a certain amount of skill and judg- 
ment is required from our personnel. 
In too many instances untrained people 
are expected to fill jobs which clearly in- 
dicate a definite training need or experi- 
ence. In general we hire stenographers 
and typists only if they have a certain 
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It’s true that hundreds of dealers acted promptly and are now selling 
Burroughs adding machines and cash registering machines. The response 
has been most gratifying. 


However, there are still many opportunities for other responsible dealers to 
start making profits right away, with a line of products that is highly 
regarded by users and prospective buyers throughout the area you Serve. 


We urge you not to overlook this profitable opportunity. The Burroughs 
factory branch near you has all the facts. The materials you'll want and 
need are ready for you. Why not get the story today? Burroughs Adding 
Machine Company, Detroit 32, Michigan 


WHEREVER THERE’S BUSINESS THERE'S 


Burroughs 
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speed and dexterity in the execution of 
the job. This does not apply to the 
general clerk, whose duties may include 
adding, calculating, filing, posting, an- 
swering the telephone, etc. While it is 
not always possible to engage trained 
help, it is possible to hire people with 
an aptitude for the jobs to be filled. 
Without a matching of job specifications 
with employee capabilities we accumu- 
late a conglomeration of what can only 
be called clerical misfits who raise cleri- 
cal costs and lower productivity. 
Selection is the most important single 


‘leverage point by which performance 


is improved and cost reduced, according 
to Dr. Alfred J. Cardall of Cardall As- 
sociates, Philadelphia. According to Dr. 


' Cardall, “An understanding of the basic 


principles of scientifie selection is the 


best training for supervisors and execu- 
' tives. 
/ assignments and will improve their own 
f skill in motivating others. 


It will help them to make better 


“Whenever more than one man is 


vavailable, whether in hiring, transfer, 
Supgrading or promotion, 


a_ selection 
Commonest and most 


‘must be made. 
Fexpensive is the casual interview and 
‘the job tryout for a probationary peri- 
od. Past experience carries the heaviest 
weight in the casual interview and the 


‘personal fetishes of the interviewer 
hinder or may actually prevent the best 
selection. 

“Regardless of methods or techniques 
in selection, the tryout experience is the 
final step in the selection process. Un- 
fortunately, where scientific methods do 
not precede it, the standards of per- 
formance against which a beginner is 
judged are invariably poorly defined 
and in any event have been set up by 
the ‘average’ performance over a period 
of time on people equally poorly se- 
lected, rather than based on the learning 
time and performance standards set by 
properly selected individuals. Unfortu- 
nately, too, the desire to justify one’s 
selection frequently results in an ex- 
tension of the trial period. If the in- 
dividual finally does meet marginal per- 


formance, he often lingers as a mal- 
content, or a turnover case unless pro- 
tected.” 

Dr. Cardall is not unique in his ap- 
proach. There are nine major pub- 
lishers of tests relevant to clerical selec- 
tion. One group of psychologists has 
completed a study of clerical selection in 
banks for the American Bankers Assn. 
(see page 7). The tests, supervised by 
Dr. George K. Bennett and Dr. Harold 
G. Seashore together with members of 
the ABA personnel testing committee, 
are an outstanding contributio'to im- 
proved selection of clerical employees. 
The ABA report covers situations which 
in many cases are identical to clerical 
operations in almost any business. It 
can be assumed that if it costs the bank 
$500 to train an adding machine opera- 
tor, other businesses will have the same 
expense. 

The purchase of a $500 adding ma- 
chine usually requires a requisition with 
signatures of department and division 
heads, because it is a capital investment. 
In normal procedure, the purchasing 
agent will investigate all competitive 
models and make the proper selection on 
the basis of price and quality. A great 
deal of time and effort is consumed to 
accomplish this purchase. When the ma- 
chine arrives it is placed on an em- 
ployee’s desk where, generally after a 
few minutes’ instructions, the employee 
is left on her own devices. Immediately 
bad working habits are developed and, 
while a certain amount of dexterity will 
be acquired, it usually is a far cry from 
what could be accomplished with a sen- 
sible training approach. 

Compare this condition in the office 
with a person learning to swim. While 
it is comparatively easy to advance to 
the point of keeping one’s head above 
water, it takes a great deal of effort and 
instruction to become a reasonably good 
swimmer. This simile, unfortunately, 
fits the office 100%. We have too many 
people who can just keep their heads 
above water without being able to ad- 
vance themselves or others. This situa- 


THe Orrice—November, 1952 








O10 Town NEW 


—-_ 


with... 


VERNMENT AGENCIES 


ERE’S the finest all-purpose Spirit 

DUPLICATOR money can buy—priced 
at $175.00. It has all the high-priced features 
of machines costing twice as much. 
Actually makes over 140 clean, clear copies 
a minute in 1 to 6 colors of anything you 
type, write, print or draw. Write for illus- 
trated brochure on this revolutionary New, 


OLD TOWN COPYMAKER. 


DEALERS: Year after year profits with an OLD 
TOWN franchise. Write for Details. 


OLD TOWN CORPORATION, 750 Pacific Street, 


MODEL 


9S Copymaker 


¢ ACtig, a 1/57 ‘ 


O10 Town's caaedl 


Has ALL the usual 
Duplicator features PLUS:— 
*& CYCLOMATIC ACTION—Sealed-in bearings 
and high-tension gears give greater speed, 
efficiency, economy and a lifetime of service, 


®& FLUID CONTROL—Prevents excess moisture 


ond results in instantaneous drying 


*& SINGLETTE—Potented sheet separator pres 
vents waste and blank sheets and jamming, 


*% WIZARD COPY CONTROL — Regulates 
brightness of copies or length of run. 


* PLUS. FEDERAL EXCISE TAX 
Manufactured to the same high 
standards that have made OLD 
TOWN Carbons, Ribbons and 
Equipment world renowned. 


Ole Town 


a eer. | 


Brooklyn 17, N. Y. 











tion leads to increased turnover in per- 
sonnel and job dissatisfaction, which re- 
sults in low productivity because em- 
ployees who do not manage their job 
well become frustrated and gradually 
slip to a lower productivity, with in- 
creased errors, causing a new manage- 
ment problem. 

Organizations realizing this failure in 
proper selection of personnel are using 
psychological tests for the proper selec- 

® tion of the correct person for the right 
gob. While these tests are not foolproof, 
they are at least pointing out glaring 
errors which, without tests, cause the 
aforementioned difficulties. If such tests 
only show us what not to do, they aceom- 
plish a great deal. While they can be 
triticized, they should not be under- 
estimated for their value in helping us 
to avoid mistakes. There is no more 
eoncrete evidence of the value of psycho- 
logical tests than the results aeccom- 
plished by the Air Force in selecting 
Bilots. Their results prove that better 


Selection is possible through psychologi- 
@al testing. 


Most Luasiness organizations use what 
We -enerally eall on-the-job-training. An 

aployee is assigned to work with an- 
another employee for training in what 
Might be called a big brother act. It is 
quite possible to teach an employee some 
of the rudiments of a business by this 
method but it must be remembered that 
the pupil cannot learn more than the 
teacher knows. There is also a certain 
amount of knowledge which the teacher 
has and which is not passed on to a stu- 
dent. Such an on-the-job-training, with 
out any additional instructions by the 
supervisor or department head or train- 
ing instructor, will lead to a gradual 
deterioration of job knowledge as the 
turnover brings in new and less ef- 
ficiently trained employees with each 
change. How much business pays for 
this lack of training cannot be evaluated. 
Cost accountants have found ways of 
translating many operations into ac- 
countable cost factors but to date we 
have no method of accounting for lack 


80 


of training and general inefficiencies in 
the office. Costs are constantly rising 
and have a tendency to elude manage- 
ment’s critical eye. 

The approach to work simplification, 
mechanization, selection and training in 
the factory does not permit the hap- 
hazard placement of personnel. We do 
not hire a plumber for a carpenter’s job, 
or vice versa. Why do it in the office? 


Not only is the correct selection of 
employees for the job so important for 
productivity, it is important that jobs 
be tailored to fit the requirements of 
the human mind. Monotony is a de- 
ciding factor in lowering productivity. 
Many employers and supervisors be- 
lieve that employees will thrive on mo- 
notonous work. This is not true. No 
girl enjoys sitting in front of a sorter, 
or typing, filing, or preparing stencils 
all day long every day of the week, 
every week of the year. Either there is 
great turnover in these jobs, or through 
turnover, jobs gravitate to the type of 
personnel willing to fill them at the 
low productivity level of their own frus- 
trated personal ambitions. 


Just to eriticize such a condition is 
not helpful, but there is a solution and 
the solution is so simple that there is 
no organization that cannot accept it. 
Simply switch jobs at periodic inter- 
vals: sort for two hours, type for two 
hours, file for two hours, and work 
in the mail room for two hours. In 
our schools and colleges we do not 
put anybody on the same type of 
study for more than two hours. We 
know that the span of interest is limited. 
Why disregard such common knowledge 
and try to force people into a continu- 
ous operation where the interest does 
not vary and monotony becomes a ma- 
jor factor? 

Proper selecting and training, and 
designing of jobs are only three of the 
many avenues open for a reduction of 
clerical overhead. A slight increase of 
mechanization will also accomplish a 


great deal in reducing clerical workload, 
(Continued on page 164) 
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* ALL TIME ~ 


HIS UNUSUAL RECORDS 


The Manassa Mauler came to his first ring glory when, on July 4, 
1919, outweighed by well over 50 pounds, he destroyed his 
gigantic opponent in three rounds and won the world’s heavy- 
weight championship. Known as a fighter with an iron fist and an 
iron jaw, Dempsey could hit savagely with either hand, could take 
a punch better than most. With Jack, boxing was The Art of 
Offense. This made him the man who brought the million dollar 
gate to the sport, helped him hold the heavyweight crown for 
seven years. When the list of the world’s greatest fighters is com- 
pleted, you’ll find the name of Jack Dempsey at the top! 
Another unusual record: 8 of America’s 10 largest tobacco com- 
panies, 10 of the 12 largest insurance companies and 15 of the 
largest 18 banks in eastern U. S. use the clean, crisp, distinctive 
paper that will give your office better-looking letterheads or office 
forms. . . 


ATLANTIC BOND | 
—“Ciuine! PAPER 


MADE BY EASTERN CORPORATION * BANGOR, MAINE 


‘s oll- 
Write us on your letterhead for Grontiand Rice's selection of boxing’s 
time oll-stors for every weight division, attractively ivstrated and suit- 
able for framing. 
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Here's a value you can't afford to overlook! 


NEW “Flexi” STORAGE CABINETS 


... the cabinets with the double feature 


SLIDING SHELVES 
Adjustable withont bolting SLIDING DOORS 


Removable in 3 seconds 


4218 SD—38'W.x42"H.x18"D. 


7812 SO—38°/W.x78"'H.x12'D. 
7818 SD—38’W.x78'’H.x18’’D. 


4212 SD—38'W.x42"H.x12"D. 


Never before —such flexible and practical storage cabinet units! Exclusive double feature . . . (1) adjustable, 
sliding shelves that absolutely require no bolting . . . (2) sliding, gliding doors that can be removed in less 
than 3 seconds, without tools. These heavy gauge steel cabinets are in a class all by themselves! They 
are the storage type cabinets that you have always wanted. Write or wire Joe Davis for more details. 


rRODVCTS 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK ain KALAMAZOO, MICHIGAN 
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The sidewalk bulletin board which displays 
facsimile enlargements of typewritten news 
items. 


HE world’s largest facsimile recorder 
automatically enlarges typewriting, 
photographs, line drawings, maps, 
ete., ten times in size. The enlarged 
copy is printed on electrosentitive paper 
which uses electrons as the “ink” to 
Electrodes in the re- 


mark the paper. 
corder sweep across the paper at 360” a 


second. Moving in synchronism with an 
electronic eye as it scans the original 
copy, the electrodes are energized at the 
appropriate times and leave marks about 
1,” high. It takes about ten such sweeps 
to form a line of typed copy. The copy 
is formed in a manner familiar to TV 
viewers but the marks on the paper are 
indelible and do not fade away. 

The electronic bulletin board was de- 
signed and built for the Berkshire Eve- 
ning Eagle in Pittsfield, Mass. The en- 
larged copy appears in a_ bulletin 
board about a half-block away from the 
Eagle’s newsroom where the scanning 
machine is located. Scanner and _ re- 
corder are connected by underground 
cable. 

Alden Systems Co., Westboro, Mass., 
announced the further development of a 
flat copy method, for the armed forces, 
with which it will be necessary only to 
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World’s Largest 
Facsimile Recorder 


stack the copy in a tray atop the scanner, 
push a button and walk away. The 
scanner starts the recorder and feeds 
the flat copy over a scanning slot where 
it is viewed by the electronic eye. The 
electrical. interpretation of what the 
eye sees is sent by wire to the recorder 
where it is printed and displayed. Where 
it had been necessary to sweep the paper 
around in front of the inflexible eye, the 
new system allows the eye to glanee 
across the page. When the recorder 
runs out of paper a standby roll is 
automatically threaded without loss of 
printing. The recorder utilizes the umi- 
tized construction throughout. Both 
electronic and mechanical assemblies 
plug in place to cut servicing time to a 
minimum. In the majority of cases this 
takes less than 30 seconds. 

The Eagle’s custom-made _ bulletin 
board is 4 ft. wide and 6 ft. high, but 





A facsimile enlargement made from the orig- 
inal photograph with typed caption which the 
young lady holds. 
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there is almost no limit to greater height 
and width. Originally designed to re- 
produce typewritten bulletin matter, ex- 
perimentation proved that the scanner 
would accept and reproduce line draw- 
ings, cartoons and photographs. From 
a sheet of 7” x 9” paper, copy can be re- 


produced to fill out a 4-by-10-ft. section 
of the electronsensitive paper which was 
developed by Alfax Paper & Engineer- 
ing Co., Westboro, Mass. Eight lines of 
typing can be reproduced every 60 
seconds with characters measuring about 
114” high. 





SOUND human relations program 

is a basic prerequisite to cutting ab- 
senteeism, according to many of the 

72 companies whose absentee control 
methods were studied in detail by the 
National Industrial Conference Board. 
“Even with ideal human relations at 
work,” the study points out, “other 
agents take their toll. Long overtime 
hours, bonafide sickness, housing and 
fransportation difficulties are a few of 
the targets for constant vigilance and 
ntrol. There are means of curbing wil- 

1 and avoidable absenteeism. There 
are even. ways to reduce excusable ab- 
Senteeism. Sickness, for example, a 


: 


Walid excuse, can be lessened by effective 


uth programs, by alert supervisors 

o detect early signs of strain among 
heir workers.” 
Executives who have spent years of 
résearch on absenteeism report that 
records are essential if any program is 
t@ be effective. The supervisor’s influ- 
efice is held paramount. Many firms have 
devised ways of making the supervisor 
r@alize that the absenteeism problem is 
one of his responsibilities. In large com- 
panies, especially, it is the supervisor 
who is the “big wheel” to the worker— 
the person who can influence him toward 
better work and attendance habits. 

Improvement in job selection, indue- 
tion and training are “fundamental ap- 
proaches” to reducing absenteeism. “The 
worker who is happily placed and well 
adjusted will not often be willfully ab- 
sent. He may, however, be stricken with 
sickness and that is where preventive 
medicine and health maintenance may 
be helpful.” Some of the reasons for 
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absenteeism reported to the board are 
factors within the company, economic 
conditions, irresponsibility, sickness and 
accidents. 

Companies that maintain absence 
records reported that such records en- 
able them to determine what the situa- 
tion is, whether or not it is more serious 
than in times past. They are also used 
to discover whether the main causes of 
absenteeism are due to special conditions 
within the company. Many companies 
reported that they are utilizing their 
medical facilities as a contributor to ab- 
sentee control. “Like the role of the 
supervisor, the medical unit’s role is 
concerned with causes, reasons and per- 
sonalities. It ineludes efforts to learn 
why one worker becomes ill so often and 
why another is so frequently hurt on 
the job.” 

The absence control program of the 
medical department is often performed 
from two different approaches. “One is 
indirect, relating to health maintenace 
and prevention of disease and injury. 
The direct approach is concerned with 
active participation in absence follow- 
ups.” These follow-ups include the work 
of the visiting nurse, checking in workers 
upon return and cooperation with the 
family doctor. 

Award plans have been initiated by 
some companies but on the negative side 
appeared such comments as “they bring 
up problems of administration,” “the 
chronic absentees still stay away,” bene- 
fits are too short-lived, employees are 
paid to be present, awards cause em- 
ployees to work when they may aggra- 
vate illnesses or infect others. 
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It's here ! New Bruning Copyflex 14 


Loa 
Firet Deck-Side Machine for 


Speeds Ordering, Invoicing, Production Control, 
Accounting, Purchasing, Shipping Reports! 


Now, for the first time, with the new Bruning COPYFLEX 14's 
greater width— 20 inches—you copy any office loons in seconds. 

And the copy’s exact (no errors or smudges) . . . flat, dry, 
ready-to-use. No time-wasting manual copying. In 5 minutes 
anyone can learn to copy with COPYFLEX . . . usually the lowest 
cost way to quickly se 1 to 100 copies of practically anything 
drawn, written, typed or printed on ordinary translucent paper. 

No wonder typical COPYFLEX users are reaping savings! For 
example (names on request), COPYFLEX savesa life insurance com- 
pany $100,000 yearly via loan processing system . . . a hardware 
wholesaler $15,000 annually via order-invoice system... a 
national merchandiser $25,000 in six months by cutting clerical 
work’ in half, producing invoices on time . . . and COPYFLEX 
speeds manufacturing, stops errors, for a large metal fabricator 
via production control system. Mail coupon for full details. 
Charles Bruning Company, Inc., Teterboro, N. J. 


Specialists in copying since 1897 
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any size Otfice Fam 


Of all desk-side copying machines— 
only COPYFLEX 14 gives you: 


20" width! Copies even 
© large reports, accounting 
sheets, etc. or two ordinary 
forms simultaneously, with no 
masters or stencils, no inks to 
soil hands. Separates and re- 
turns originals automatically. 


3 Copies of even opaque 
* originals or forms printed 
on both sides, using Bruning’s 
exclusive Reflex Film. 


No installation! No 

© fumes, so no exhaust ducts 
are needed. No darkroom, no 
special room lighting. The"14" 
is mobile, rolls to any work-gite. 


4 Unequalled combination 
° of speed, volume, lew- 
cost. Copies thousands after 
thousands of large or small, 
different originals daily, at an 
average cost of only 2¢ per sq. ft. 


CHARLES BRUNING COMPANY, INC. — — — 4 


Dept. P112, Teterboro, N. 3. 
(_] Send me free booklet on CoPYFLEX 14. 
(J Show me copyFtex in action (no obligation). 


Name. . 
Company 
Street 


City 


Zone 
L — — — — ofpices In PRINCIPAL CES — — — — -! 


Title 


State 
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OFFICE MANAGEMENT 


IN GOVERNMENT 





How Los Angeles County 
Controls Its Office Forms 


J. W. HUGHES 
Purchasing Agent, County of Los Angeles, Calif. 


HERE is established, by ordnance, a 
Los Angeles County Forms Control 
Unit within the Purchasing and 
MStores Department. The duties of the 
unit are to examine, approve, or dis- 
‘approve, before the printing or repro- 
duction thereof, all printed forms used 
in the county government. The govern- 
ment of the county of Los Angeles in- 
gludes 44 major departments, 15 sub- 
epartments (General Hospital, Olive 
View Sanatorium, Bureau of Public As- 
Bistance, ete.), the County Flood Control 
istrict, the County Board Department 
nd miscellaneous special districts. Ap- 
roximately 10,000 individual forms are 
ivolved, representing a total annual ex- 
enditure of about $732,000. For volume 
gomparison with private industry, to that 
figure must be added approximately 
200,000, representing the cost of stock 
srw wey separately by the county and 
rnished to the printer. Flat stock is 


purchased in quantity, to effect a saving 
Over purchasing cut stock in small lots 
from printers. 

The above ordinance provides that, 
“No department, officer, or employee of 
the county shall purchase or print any 
... forms until after the same have been 


submitted to and approved by, said 
County Forms Control Unit. In the 
event agreement cannot be reached .. . 
the matter may be appealed by such de- 
partment, officer or employee, to the 
county forms committee, whose decision 
shall be final.””’ The committee, also es- 
tablished by ordinance, consists of the 
purchasing agent (who is chairman), the 
auditor, chief administrative officer, as- 
sessor, tax collector, and superintendent 
of charities. 
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All requisitions for printing to be done 
by private printing firms, the Rancho 
Los Amigos Print Shop (the county’s 
letterpress shop), the Central Duplicat- 
ing Bureau (the county’s offset shop), 
or by various departments on their own 
duplicating equipment (offset and sten- 
cil), are routed through the Forms Con- 
trol Unit for possible revision in set-up, 
stock, method of reproduction, style of 
assembly or binding, conversion to an 
existing standard form, or study with 
countywide standardization in mind. As- 
signment of a single series of standard 
form numbers throughout the county has 
been accomplished by application of the 
following principle. 

All warehouse stock in the general and 
stationery warehouses has been segre- 
gated into approximately 86 locations, 
each location being assigned material 
of similar nature. Thus, location 76, or 
class 76 as it is known, has been set 
aside for printed forms of standard use 
throughout the county. To provide a 
form number that need not be changed 
upon standardization, all forms are as- 
signed a potential warehouse stock num- 
ber, which becomes the form number. 
Within the general classification of Class 
76 Printed Forms a breakdown is made 
by form title, alphabetically, and fur- 
ther breakdown by assignment of an 
arbitrary number to place the form in 
proper sequence, alphabetically, within 
its category. Application of this system 
provides the following examples. 
76A9 
76A635 


Absence Report-Departmental. 

Application for Authority to Sell or Trade- 
in Surplus Property. 

Appropriation Ledger Sheets — General 
Form—Manual. 

Bid and Performance Bond. 


76A708 


76B485 
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Keep 
SKILLED HANDS 


on their 


proper jobs 


Assemble catalogs...bulletins...manuals, etc. 
AUTOMATICALLY with the new 


macey 
collator 


24,000 sheets per hour 
assembled by one 
semiskilled operator 


Keep your skilled people on 
their proper jobs—let the 
Macey Collator do your 
gathering and assembling 
chores. One semiskilled 
operator can set up a job in 

15 minutes, then gather up to 
24,000 sheets per hour. Time, 
man-hours and money saved. 
(The Macey pays for itself very 
quickly.) We welcome a 
chance to demonstrate just what 
this machine will do for you. 





Se ee Ge ae ee cue Gee aus ane a 
Harris-Seybold Co., Dept. B 
Cleveland 5, Ohio 


Please send me details of the Macey 
Collator. 


distributed by 


HARRIS-SEYBOLD CO. 


Special Products Divvisi 


Cleveland 5, Ohio «+ Since 1896 
FINE GRAPHIC ARTS EQUIPMENT FOR EVERYBODY'S PROFIT 


leicht tcninniscitesnincicasicactapaniibagiiade 
Firm eee 
Se Oe 
- a 





-eoeCr Cr err err er 
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76B515 
76C105 


760270 
761555 


Bin Record. 

Cancellation or Change Notificaiion — 
Requisition. 

Delivery Ticket—Gasoline, Oil, Etc. 

Invoice—General. 

Invoice—General—Small. 

Time Clock Card-Double. 

Time Report—Crew. 

Time Report—Employee. 

Time Report—Employee. 

Time Slip—Daily. 

Transcript Paper—25% Rag—Onionskin— 
Smooth—Unglazed Finish—Sub 9—8" x 
10"'—Numbered | to 26—Box Ruled. 


Consistent titling, proper spacing of 
the breakdown numbers and the use of 
a letter suffix when necessary, provides 
a flexible numbering system adaptable to 
the deletion of obsolete forms and the 
addition of new forms. At the same time 
it provides a more or less automatic pur- 
pose file, since filing by standard form 
number places similar forms adjacent to 
each other. The essence of our forms 
control is to specify those forms which 
will give the county the best service at 
the most economical overall figure. 

Specifications are, wherever possible, 
non-restrictive, allowing widespread 
competition. For example, specification 
of sheets and carbons to be machine-line 


pasted in stub on a forms set is made 
only in instances where the forms will 
s receive such usage or handling that top- 


gumming of sheets would not prove 
satisfactory. Standardization of spe- 
cifications also tends to provide a pat- 
tern recognized by the various suppliers 
and greatly reduces errors in the inter- 
pretation of the specification given. The 
Forms Control Unit, in its operation, 
makes use of the forms specification file 
maintained by the Purchasing and Stores 
Department. In this file are kept de- 
tailed specifications on every form 
processed. A file of samples of the va- 
rious forms, together with any corres- 
pondence pertaining thereto, is kept by 
the Forms Control Unit. Both files are 
in sequence of county standard form 
numbers; however, the specification file 
is first segregated by county depart- 
ments. 

Two main factors govern the decisions 
of the Forms Control Unit. First, the 
specification of the most economically 
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designed form consistent with usage and 
availability. Second, the specification of 
the most economical method of reproduc- 
ing the design decided upon. By design 
is meant the physical design of the form 
upon the paper, size, type of stock, num- 
ber of copies if a multiple form, inclu- 
sion or exclusion of carbon paper, and 
method of assembly or binding. In con- 
sidering the “consistent with usage” 
phrase, it must be borne in mind that 
many times a more expensive form, such 
as a pre-carboned set, will be more eco- 
nomical in the overall picture through 
elimination of hand-assembly and its at- 
tendant errors on the job, than a cheaper 
non-carboned form. This same distine- 
tion may also be applied to color coding, 
copy designations, ete. In specifying the 
most economical method of reproducing 
the design decided upon, the Forms Con- 
trol Unit determines whether the job will 
be routed to the Central Duplicating Bu- 
reau, the Rancho Print Shop or outside 
printers. There are recognized limits to 
economical operation of the county 
printing agencies and the method pro- 
viding the most economical end figure 
is used. 

In addition to investigating a ques- 
tionable requisition, studies are initi- 
ated by the Forms Control Unit on spe- 
cifie forms. Recommendations for initia- 
tion of the study may come from the 
Forms Control Unit itself, or from some 
outside agency, such as the Division of 
Administrative Research, Purchasing 
and Stores Department, ete. Studies may 
encompass a small specific field relat- 
ing to all departments, such as stand- 
ardization of envelopes, time-keeping 
and time-reporting records; or may en- 
compass a large field of a relatively few 
departments, such as legal forms used 
by municipal courts, district attorney, 
ete. 

As a result of studies completed on 
envelopes, the number of envelopes in 
county use has been reduced from 101 
to 57, thus enabling a better stock of 
usable items to be maintained and avoid- 


(Continued on page 163) 


Tue Orrice—November, 1952 








, ; “are age j 
More and More 


Adopt Cabiat to Use.” 


SoundScribers#7 


ie time and money for Ameri- 
can Transportation. 


In dictating equipment simplicity really 
pays off. And that’s exactly what you get in SoundScriber. 
Simplicity plus efficiency! Business tests prove 
SoundScriber requires 50% fewer motions. You save time dictating letters, 
reports, memos; recording ’phone calls, sales meetings, interviews . . . plus 
the hours gained by freeing yourself and your secretary from personal dictation. 
Today, more and more busy executives look to SoundScriber to streamline their 
working day. Learn how this versatile, always ready “secretary” can make 
important savings of time and money throughout 
your organization. Mail coupon today. SoundScriber Corp., Dept.O11 


Only SoundScriber Offers You: New Haven 4, Conn. 
Please send me Motion Study Chart. 





1. Automatic On-the-Disc 4. “Television Indexing’’. 


Indexing. 
eee it’s t ly ictati 
2. Two Arm Flexibility. ond t's the ante oe 7 stg 
disc useable on long-playing 


3. Mail-Chute Size Discs. phonographs—it’s 33/3 rpm. 


SEND TODAY 





Standing: James W. Cooper Jr., vice chairman, field division; Earle F. Opie, vice chairman, 

manufacturers division; Seated: Adrian Pembroke, NSOEA president; Walter H. Miller, vice 

president, distributors division; L. R. Addington, vice president, manufacturers division; Ralph 
A. Maish, vice president, field division. 


7,377 Attend NSOEA Convention 


HE 46th annual convention of the 
} National Stationery & Office Equip- 


ment Assn., as it has done uninter- 


stripped previous conventions in all fae- 
tors that contribute to making conven- 
tions successful. A record-breaking at- 


fruptedly in each postwar year, out-  tendance of 2,784 complete registrations 
% 





NSOEA OFFICERS AND DISTRICT GOVERNORS FOR 1952-53 





President 
ADRIAN PEMBROKE 
Pembroke Co., Salt Lake City. 
Vice President, Distributors Div. 
WALTER H. MILLER 
Otto Ulbrich Co., Buffalo, N. Y. 
Vice President, Manufacturers Div. 
L. R. ADDINGTON 
Art Metal Construction Co., Jamestown 
Vice President, Field Div. 
RALPH A. MAISH 
Dennison Mfg. Co., New York 


Treasurer 
CHARLES VY. SINISGALLI 
R. P. Andrews Paper Co., 

Washington, D. C. 

District Governors 
I—EDWARD GRANFIELD 
Edward Granfield, Inc., New Haven 
2—VERNON R. EVANS 
Vernon R. Evans Co., Utica, N. Y. 
3—SAMUEL S. ROSENDORF JR. 


Southern Stamp & Stat'y Co., Richmond. 


4—ALLEN B. CAMMACK 
Cammack Office Supply, Burlington, N.C. 
5—SIDNEY BUTTERFIELD 
Smith & Butterfield, Evansville, Ind. 
6—JESSE A. PECK 
Springfield Stationery Co., Ill. 
7—O. C. HALVERSON 
Midwest-Beach Co., Sioux Falls, S. D. 
8—VAUGHAN T. WILLIAMS 
Schooley Ptg. & Stat'y., Kansas City, Mo. 
9—DAVE N. REED 
Cathey Office Furn. & Supl., Dallas 
10—ELMER PEARCE 
Rocky Mt. Bank Note Co., Pueblo, Colo. 
1I—L. D. HILTON 
Ruggles, Inc., Seattle 
12—THOMAS J. McWHORTER 
McWhorter-Young, Inc., San Jose, Calif. 
13—RICHARD E. WAHRMAN 
R. E. Wahrman, Inc., New York 
14—RUSSELL W. DAVIS 
Alhambra Office Supply, Inc., Calif. 
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LEDGER FORMS — Rag Paper 


For clean, clear, durable records Boorum & 

Pease Ledger Forms are unbeatable. There's 

a size, grade and ruling to fit your needs, 

including the ‘‘Flexo"’ leaf with a ‘‘hinge"’ 

that always lies flat, made of Byron-Weston 
50% new rag content paper. 


COLUMNAR 
SHEET FORMS —Rag Paper 


There's a B&P ruling to fit your needs. All 

standard rulings from 2 to 36 columns, white, 

green and buff paper. Just tell your stationer 

the forms you require and specify ‘‘Made by 
Boorum & Pease."’ 


Product 
BROOKLYN 1, N.Y. 














FOR EVERY RECORD~A WAY TO KEEP IT 
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Tip From America’s Top Secretaries 


“Webster's numbered 
scale edge is a 
time-saver and 

a great convenience,” 


says 
ADELAIDE SMART, 
Secretary to 
Mr. Richard S. Morse, 
President of the 
National Research 
Corporation, 
Cambridge, 
Massachusetts 


Successful secretaries know from experience 
which office materials help them most. 
That's why you'll find so many of them spec— 
ifying Webster's Micrometric--the carbon 
paper with the exclusive numbered scale 
edge. 


With Webster's Micrometric at work, office 
output speeds up. There's less tiresome re— 
typing for the uncoated numbered scale edge 
ends guesswork and makes removal of carbon 
paper clean and easy. 


Webster's Micrometric is available in 
weights suitable for all your office needs. 
It's long-lasting, makes exceptionally clear 
impressions and costs no more than any 
quality carbon paper. Ask to see the com— 
plete Webster line of carbon paper, type- 
writer ribbons and duplicating supplies at 
your stationers, or write to 


F.S. WEBSTER COMPANY 


8 Amherst Street, Cambridge 42, Mass. 
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A business session at the NSOEA convention in Chicago last month. 


ADRIAN PEMBROKE 
NSOEA PRESIDENT 


and 4,593 daily registrations for a total 
of 7,377 set a remarkable new high. 
More than 300 exhibitors oceupied booths 
and despite the addition of considerable 
exhibition area it is becoming apparent 
that the ability to house the growing 
number of exhibitors will soon create a 
problem. Though five days were avail- 
able for visitors to attend the exhibits 
the physical task involved for visitors 
to do so is making the inspection of the 
booths a selective assignment. 

The business sessions were educational 
and informative, the subjects of the 
speakers were well balanced in their 
topies and the speakers themselves, men 
f renown. The usual sessions devoted 
to manufacturers, dealers and field men 
were again a highlight of the meeting. 
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National Conference 
& Exhibit Calendar 


Industrial Management Society, Time- 
Motion & Management Clinic, Sheraton 
Hotel, Chicago, Nov. 5-7. 

American Society for Personal Adminis- 
tration, Pfister Hotel, Milwaukee, Nov. 
20-21, 

National Business Teachers Assn., Con- 
gress Hotel, Chicago, Dec. 28-30. 

1953 

Office Management Assn. of Chicago, 
Conrad Hilton Hotel, Chicago, March 
2-5. 

National Office Furniture Assn., Statler 
Hotel, Cleveland, April 26-29. 

National Office Management Assn., Stat- 
ler Hotel, Boston, May 25-28. 

New York Stationery Show, New Yorker 
Hotel, May 17-22. 

Insurance Accounting & Statistical Assn., 
Palmer House, Chieago, June 1-3. 

National Office Machine Dealers Assn., 
Ambassador Hotel, Atlantic City, N. J., 
June 18-20, 

National Machine Accountants Assn., 
Schroeder Hotel, Milwaukee, June 18- 
91) 

Insurance Accountants Assn., Bellevue- 
Stratford Hotel, Philadelphia, Oct. 14- 
16, 





Brand-new! More beautiful! 
What a typewriter! 


Royal announces an amazing new “Magic” 
Tabulator! Sensational new Carriage Control! 
. Extra “Personalized” Key found on no 

other typewriter! 17 time-saving features! 


1. “Magic”? Tabulator, a new, exclusive 
feature which allows the secretary to operate 
tab with either finger or palm without mov- 
ing her hands from the guide-key positions. 


2. Carriage Control, a new, exclusive fea- 
ture which lets the secretary suit the carriage 
tension to her needs. Just a flip of the knob 
does it! No need to call in a serviceman! 


3. Extra “Personalized” Key. At no ex- 
tra cost—a 43rd “bonus” key marked with 
your choice of 3 combinations. Or, at slight 
extra charge, any other combination of 
symbols, 


4. New Time-saver Top. Press button .. 
it’s all instantly accessible. “Touch Control” 
within easy reach, Easy-to-get-at spools for 
ribbon changing. 
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Secretaries and executives alike are ‘Oh-hing,’ ‘Ah-hing,’ and 
buying the greatest new typewriter of all time, the new Royal 
Standard. 

The new Royal Standard has a legion of new and exclusive 
features, plus a new and improved “Magic” Margin! 

It looks like tomorrow. It performs like tomorrow. 

Every feature is designed with the operator in mind. No 
gadgets here! But rather helpful, time-saving conveniences! Ask 
for your free office trial of the new Royal Standard. Ask your 
local Royal representative today. 


STANDARD « ELECTRIC © PORTABLE 
Roytype Typewriter Supplies 


See the Wonderful New Royal Standard Now! 


**Magic’’ and ‘‘Touch Contro!"’ are registered trade-marks of Royal Typewriter Company, Inc. 
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fully 
automatic 


olivetti 








Designed for work simplification, 
the Olivetti fully automatic Printing 
Calculator requires no special 
training. For further efficiency, the 
automatic short cut “push button” 
multiplication employing a separate 
keyboard saves up to 35% of multi- 
plication time, and the printed tape 
records permanently all calculations 
and results, including credit balance. 
For demonstration please call the 
sales and service office nearest you. 
There are over 400 cities throughout 
the United States with Olivetti repre- 
sentation. Olivetti Corporation of 
America, 580 Fifth Ave., NewYork 36. 
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Foiling Car Thieves 


HEN Willie Sutton the bank robber, | 
was picked up last February, he had 


in his possession a forged New York 
State auto operator’s license and a forged 
car registration. When police arrested his 


pal, Thomas (Mad Dog) Kling, a few days | 
found <4 was equipped to | 
. Y. Motor Vehiele | 


later, they 
forge licenses with a N 
validating stamp which he had made to 
order for himself, 

Technical experts of Bates Mfg. Co. 
have since cooperated with the N. Y. 
State Dept. of Taxation and Finance to 
develop a validating system which pro- 
vides safeguards against license forgery 
and makes the forger liable to heavier 
penalties. This was done by means of a 
special die-plate which can be used on 
Bates combined numbering and dating 
machines. 





Stete of New York—Depertment of Taxation 


25 8585 FEB 1652 


Soucy sy NY THE 
Bet acisren ts COTY 


e She Nec Woics i Atsese lamers 





Buraay within ten 
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office (at right in illustration) are sur- 


rounded by mascerated shading lines like | 
,the impression of a checkwriter. Printing | 


of the state’s seal makes any forgery a 
felony. 
———— 
| || WAHOO | | 


|] INDIAN || 
Jtweiey 
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| lates on a Voice-Master. 
| you dictate, long or short, can be 
Code letters which identify the issuing | 


DICTATING MACHINE | 


Gives “Dispatch” 
to Your Dictation 


Completed dictation never accumu- 


Anything 


passed along for immediate typing. 


That’s because you dictate on 
reusable magnetic discs. It costs noth- 
ing to use an entire disc just for a 
single memo. 


And any typist can quickly tran- 
scribe Voice-Master dictation. There 
are no “Corrections,” 
errors just by talking over them. 


since you erase 


Write today for the full story. 


MAGNETIC RECORDING INDUSTRIES 
30 BROAD STREET, NEW YORK 4, N. Y. 











‘We've saved hundreds of | 
dollars a year since we 
bought SHREDMASTER”’ 


. «+» reports FURST-McNESS COMPANY, 
manufacturers of medicines, foods, 
toiletries and household necessities. 


‘Our SHREDMASTER has been a 
means of completely destroying waste 
paper, top-secret orders, letters and 
obsolete records. Since the installation 
of SHREDMASTER, we have’ used 
shredded paper exclusively in our 
Shipping Department. The paper has 
eliminated the necessity of buying 
packing materials. This has shown us a 
definite saving of several hundred 
dollars annually. We are pleased with 
its efficiency of operation and prac- 
tically ‘no cost maintenance.’ Purchas- 
ing your SHREDMASTER was a wise 
investment.” 


SHREDMASTER 


Shredding Machines 
product of—The Shredmaster Corporation 


“Senior” Table Model Shred- 
moster 32%” x 25” x 192” 
Weight: 300 Ibs. -__> 


also available: ‘‘Junior” 
Table Model 1442” x 16” 
x 12” Weight: 52 Ibs. 
Heavy-duty Floor Model 
49” x 22” x 47” Weight: 
800 Ibs. 


205D Willoughby Ave., Brooklyn 5, N. Y. 
Division of Self Winding Clock Company 


For complete information, mail coupon today. 
SSSSSSCSSSSSSEESSSESESSSESEeeeeeeeeeeeeeees 


The Shredmaster Corporation 
205D Willoughby Ave., Brooklyn 5, N. Y. 


[] Please send literature. 
Name 


Company 


Street 


City Zone 
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Check Forgeries 


(Continued from page 72) 


he rightfully accused of business negli- 
gence in case of loss. 

Many thousands of severe losses and 
annoying experiences could have been 
avoided through proper protection of 
the amount lines and payee’s name lines 
on checks. 

While most large companies have an 
efficient system of check protection, it is 
estimated that only about 15% of the 
smaller companies have proper check 
protection. Forgers are known to have 
fine brains, and it is foolish to fight 
them with obsolete equipment. 

People who do not own a checkwriter 
give as a reason that nothing has ever 
happened to them in 20 or 30 years, 
that they write out only few checks, and 
that they have very little money in their 
bank account. Luck has a tendency to 
run out. <A forger only has to pick up 


| one of their few unprotected checks as 


a sample for a whole string of forgeries. 
Even if there is no money in their bank 
account, a erafty forger cashes the check 
at an out-of-town bank which unknow- 
ingly pays it. Such a bank can recover 


because the maker of the check con- 
tributed by being negligent in not using 
modern protection for his checks. The 
law provides that if a third party suf- 
fers due to negligence of the maker of 
a check, the maker of the check can be 
held responsible. 

The main point is to be aware of one’s 
responsibility to the business community 
as a whole. If everybody would co- 
operate, the scourge of check forgeries 
which is affecting the body social and has 
ruined many a businessman could be 
stamped out. 

Large companies which are highly 
security minded at the main office but 
permit their fieldmen to write unpro- 
tected checks away from the home base, 
are just guilty in making check 
forgery rampant as is the small busi- 
nessman who forgets about protec- 


as 
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-... but just SUPPOSE 
it happened to you! 


Certainly you don't expect a fire. No one 
ex, this recent inferno in Brooklyn, 
New York. But at least one firm, Benjamin 
Silfen, Inc., located within a building 
completely gutted, was able to stay in 
Sendaone—oll to send out bills the next 
day because its accounts receivable were in 
a modern Mosler Record Safe. ——» 


Suppose a fire left your records in 
ashes. Could you recover the 
monies you'd need to restore nor- 
mal operation? Or would you be 
one of the 43 out of 100 firms 
who never reopen after losing 
vital records in a fire? 


Remember—your insurance policy says: 
“Proof-of-loss must be rendered within 60 
days.”” How could you—without records? 
Remember, too—a fireproof building walls-in, 
intensifies a fire inside your office. And 
unless your safe bears the Underwriters’ 
Laboratories, Inc. label, it will probably act 
as an incinerator above 350° F. 


= 


Oe 


Don't “cross your fingers.” It’s dangerous. Find 
out, today, how little it costs to protect 
your records—and your business future— 
with a modern Mosler “A” Label Record 
Safe. It’s the world’s best protection. Meets 
the independent Underwriters’ Labora- 
tories, Inc. severest test for fire, impact 
and explosion. 


IF IT'S MOSLER .. . IT’S SAFE 


Se Mosler Safe“ 


World’s Largest Builders of Safes and Bank Vaults 


Consult classified telephone directory for name of the Mosler dealer in 
your city, or mail coupon now for free informative material. 


The Mosler Safe Com 
Please send me (chec 
(C0 Free Mosler Fire DANGERater, which will indicate my fire risk in 


The handsome new Mosler 
"A" Label Safe brings dis- 
tinguished beauty to any 
office, at no extra cost. New 


30 seconds. 


NAME 


y «Dep't 0-11, Hamilton, Ohio 
one or both): 


0 Illustrated catalog, describing the new series of Mosler Record Safes. 


POSITION 





convenience and _ security 
FIRM NAME. 





features include the ‘‘Coun- 


ter Spy” Lock with numbers sneenn 





on top of dial for secrecy and 


“tno stoop” ease. CITY 
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- A steno’s delight! _ 








NO TIP! NO WOBBLE! NO BOUNCE! 











ERCULE 
- TYPEWRITER STANDS — 


with exclusive 


Sell on sight! Because Her- 
cules stands are unmatched 
for utility, safety, leg room, | 
durability. Magic-Lok 
wings pull to drop, push to |} 
lock . . . no braces, springs, 
brackets! For right, left or 
both sides. : 
immediate Delivery 





Model 86 TD | 
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ing his checks. The banker who writes 
out his personal checks in longhand is 
creating an opportunity for a forger. 


-Good office procedure implies investigat- 


ing one’s own check protection system 
periodically to be always a jump ahead 
ot forgers. 


Clerical Bandits 


(Continued from page 68) 


against machine numbers there would 
have to be a further check-up to antici- 
pate possible collaboration in theft. 

Stockroom and shipping clerks often 
control thousands of dollars worth of 
company goods. A _ large television 
maintenance and repair firm went bank- 
rupt because its employees individually 
were doing better business than their 
company. For lack of adequate protec- 
tion and check-up, these employees ab« 
seconded with spare parts and materials 
which they either sold to dealers or used 
in their own television business—atfter 
hours. 

On this subject Mr. Jackson warns 
that readily handled and easily disposed 
merchandise may be as hazardous as it 
can be profitable. He urges tight con- 
trols on inventory with one person, 
preferably, to be responsible for the in- 
ventory. Moreover, that person is to re- 
ceive or send merchandise only on cor- 
rect vouchers. New merchandise should 
be checked against the invoice to ascer- 
tain whether the goods actually have 
been delivered. A storeroom employee 
never should let anybody fill his own 
order. Whenever physical inventories 
are not taken, “tests should be made to 
determine whether the percentage of 
gross profit is following a normal trend.” 
If not so, then a thorough investigation 
is advisable—immediately. 

Before a dishonest employee is caught, 
he invariably operates within an atmos- 
phere of his employer’s trust and con- 
fidence. Under this protective cloak 
he can continue to get away with de- 
faleation, even though he is bonded by 
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an insurance company. Sometimes a 
fidelity bond turns out to be part of the 
defalcator’s smokesereen since it tends 
to lessen an employer’s suspicion by 
covering him against all or part of a loss 
—as well as indirectly covering up a 
wrongdoer’s actions. 

No matter how foolproof a company’s 
system is—no matter how shrewd the de- 
faleator is—no matter how clever his de- 
faleation is—no matter how smart his 
investigators are—and no matter how 
extensive their experience and abilities— 
despite all these circumstances, a defal- 
cation may be tripped up accidentally. 

Rumblings may begin to shake a de- 
faleator’s house of cards when there is 
an audit in the offing. However, even 
here, the culprit can maintain a false 
front. Spot-check audits are superficial 
samplings which may or may not catch 
up with the defaleation. Furthermore, 
defaleation is a form of pyramiding 
whereby fakes and forgeries and fix-ups 
are used to doctor up the books. More- 
over, at times employers may not want to 
endure the expense, the headache and 
possibly the heartache and embarrass- 
ment involved in a searching audit. But 
in most cases they desire to avoid the 
expense or embarrassment of a full- 
blown audit (not a spot check) which 
thoroughly rakes through book entries, 
invoices, checks, deposit slips, ete., and 
upsets business and office procedures. 
Nevertheless, such audits often are neces- 
sary to bring results. 

A defaleator can be caught by a sur- 
prise audit. He is like a mother lioness 
protecting her cubs as he protects “his” 
books. But, taken unawares, his frauds 
‘an be uncovered. Much embarrassment 
ean be avoided by auditing the books 
when the defaleator is on vacation, ill, 
or overcoming a hangover paid for by 
some of his ill-gotten gains. Or, some- 
body may get the mail on a certain day 
and discover a certain piece of evidence 
(a bill, a receipt, an inquiry about a bill 
which supposedly had been paid) which 
would tend to arouse suspicion. 

In the play of human emotions, some- 
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body may tip off an employer or the Dis- 
trict Attorney’s office that “Green, the 
cashier” was seen rather trimly dressed 
during the weekends at the racetrack 
where his money went faster than the 
horses on which he was betting. It has 
been the experience of the office of the 
District Attorney of New York County 
that any unusual aspect of dress or be- 
havior may excite wagging tongues to 
suspicions of defalcation, genuine or un- 
founded. Such actions, or jealousy, re- 
venge or other human actions and mo- 
tives may lead to catching an em- 
bezzler. 

It is estimated that most defaleations 
are discovered by audits or as by-prod- 
ucts or results of an accounting process. 
Experience further has shown that em- 
bezzlement of money, largely because it 
is recorded in paperwork, is easier to 
pin down than is a defaleation of mer- 
chandise. 

Once a defaleation has been estab- 
lished, the wronged employer notifies his 
insurance company if he is insured and 


also informs the legal authorities. Em- 
ployers who are not insured have only 
recourse to legal protection. The insur- 
ance company sends one of its investiga- 
tors, or claims adjusters, who endeavors 
to get to the most logical person believed 
to be responsible. In the investigations 
which follow all paperwork is reviewed. 

In addition to trained investigators of 
insurance companies, the Office of the 
District Attorney of New York County, 
for example, has a Frauds Bureau. 
Several of its staff members are certified 
public accountants whose experiences 
with defaleation cases has sharpened 
them to seek out the errors committed 
and the loopholes left open. These office 
work detectives, as well as those of the 
surety companies, know what to look 
for. In most cases they determine the 
procedures followed; collaborators work- 
ing within a company or confederates 
working outside the company, and other 
pertinent details. 

Investigations by the surety com- 
pany resemble those made by the office 
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of the District Attorney. The defen- 
dant’s salary is compared against his 
savings and bank checking account. In- 
variably an x income showing up as x 
plus y plus z savings and banking ac- 
counts have to be accounted for. En- 
dorsed checks are traced to their un- 
lawful source. Receipts, invoices, de- 
posit slips and other records are fine- 
combed for incriminating evidence. Con- 
fronted with the evidence, the defalea- 
tor confesses in about 75% to 80% of 
2ases. 

As evolved under the English law, the 
only recourse the former owner of em- 
bezzled funds had was to sue the wrong- 
doing employee in the civil courts. Even 
today, in the United States as in Eng- 
land, embezzlement is a_ statutory 
felony. English law before the 16th 
century did not regard defaleation as a 
crime or offence against the people. It 
was thought to be “ldughable,” not 
“criminal.” It was not considered so 
much a “theft” because an embezzler 
merely helped himself to money he was 
“hired to handle.” 

Surety companies work with law of- 
ficials, cooperating fully, unless they ean- 
not release certain information until 
after a case is over. Some companies 
preter only lawyers to conduct their de- 
faleation investigations. These repre- 
sentatives variously are called investiga- 
tors, adjusters, claims attorneys, or 
claims managers. These men usually are 
lawyers or law school graduates who 
develop factual background of each case, 
then await presentation of Proof of 
Loss Under Fidelity Bond. Such claims 
then are checked against the company’s 
books and other records. At times the 
surety company uses its own accountants 
or it may employ an outside specialist. 

The dishonest or suspect or even ad- 
mittedly guilty person may be present 
at a secondary audit of the books and 
records. His approval is not necessary 
to a settlement. Nevertheless, it can be 
to the surety company’s benefit and the 
defendant can protect himself and the 
surety company from having to pay 
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| back items which wrongly were included 
by a claimant. And, in all fairness, an 
employee may be suspect but not 
really guilty and should be given an op- 
portunity to prove his innocence or even 
keep his employer from trying wrongly 
to prove him guilty. 

When a claim is proved by an em- 
ployee’s guilt, and accountants mathema- 
tically have arrived at a_ settlement 
figure, if the insurance is adequate then 
the claim is met by the insurance com- 
pany entirely or for as much as the 
coverage warranted. Payment is made 
by draft. 

Now the surety company turns around 
and seeks to make some kind of settle- 
ment with the guilty employee. At times 
the defaleator will pay back part or all 
of the money and the case may be 
closed. Or, members of the defaleator’s 
family may make an offer in full settle- 
ment; if reasonable, the surety company 
will accept it. 

There are instances where a defalcator 
has agreed to pay back the money on 
an installment payment plan; or to bor- 
row and give it to the surety company 
in a lump sum while he paid back the 
loan; or he can mortgage his house, or 
make restitution in similar ways. It 
should finally be noted here that some 
defaleation cases can be investigated 
and settled—even before a claim is made 
of the surety company. Even as there 
is a variety of ways of making off with 
the goods or money, so is there a host 
of ways of repaying it. 

Where no settlement can be made or 
if a man insists he is innocent, he is law- 
fully entitled to trial. In New York 
County (Manhattan) such cases are tried 
in the Court of General Sessions. Else- 
were in the city’s four other boroughs, 
such a case would be tried in the County 
Court. Other courts are used in other 
cities and states throughout the country. 

Defendants may be charged with two 
counts: stealing money or goods, which 
is a larceny; and illegally making en- 





tries into books, which is forgery. Lar- 
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in boxed typewriter papers 
and other office supplies 


Stationers who sell Neenah Boxed 
Typewriter papers and display the Authorized Neenah Dealer 
seal have a quality trade. This is shown by the fact that Neenah 
makes only the finest typewriter papers, containing 25% to 
100% new cotton fibers, tub-sized and loft-dried to produce 
a luxurious writing and typing surface. Quality buyers go where 
quality products are sold . . . and quality products are stocked 
only when discriminating buyers demand them. 
This is the simple business fact back of the statement that 
the seal of an Authorized Neenah Dealer is a sign post of 
quality in office supplies. 
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ceny is divided into three groups: (a) 
petty larceny, for any sum up to and 
including $100; (b) grand larceny, 
second degree, for any sum more than 
$100 and up to and including $500; (c) 
grand larceny, first degree, for all sums 
more than $500. For a first offense a de- 
fendant standing trial can draw any- 
thing from a suspended sentence to a 
maximum of ten years for grand larceny 
in the first degree, plus other counts in- 
cluding forgery. Since embezzlements 
generally are not regarded as crimes 
against the people, the courts are known 
to set down suspended sentences or short 
terms if stolen funds are returned. 
What can employers do in the face of 
constant threats by employees who 
illegally would share profits? Employers 
first should appreciate that employees 
of from three days to 30 years faithful 
service have embezzled. Employers can 
take out fidelity insurance for small spe- 
cific amounts or larger blanket amounts. 
In effect, such insurance constitutes an 
employer’s wager with the insurance 
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company that his employees will not 
make away with company money or 
goods. 

It behooves management to closely 
evaluate prospective employees, en- 
deavoring sooner or later to learn some- 
thing about their private lives as well as 
learning about their business experience. 
It is assumed that, once hired, employees 
become integrated in a company system 
which seeks to prevent frauds. Such con- 
trols and the employees involved can be 
reviewed from time to time and investi- 
gated whenever prompted by suspicion. 
Employee rotation may help discourage 
certain would-be defalcators from col¢ 
laborating to swindle. It should be im¢ 
pressed on employees that they do theif 
jobs and not let George do it—sincé 
Georgie may be a defaleator serving him- 
self to company money because doing 
this additional task helps to defeat the 
internal control system* established t@ 
discourage frauds. And, at long last 
management would do well to pray, 
in addition to taking all precautions. 
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longer life and full interchangeability 

of all drawers. 








Tue Orrice—November, 1952 








ese Popular 


K 
} Carter's full as smartly styled ovals sell for only 
aac dime .; . ll odds today’s best ink “bargain”. 


t, pate and in colors. Pints, quarts 
and gallons too. 


PURE RUBBER CEMENT 
vm fine rubber cement has made a hit in 
large and small the country over. Sized 
DP right” for desk use; handy brush spreaders; 
quality which only crepe rubber offers. 


Makers of 
Fine Inks, Adhesives 
and Office Specialties 
for Nearly a Century. 


onvenience items 


SPREADER -TOP MUCILAGE 
A handy, fast-acting, wont pone. | magne: ee 
has a uniquely constructed spreader to 


at a touch, yet keeps the bottle ‘ighly sul said 
between usages. 


Cartel’, 


, 
ceeT * 


CICO LIQUID PASTE 
Spreads smoothly, grips instantly, dries quickly 
. » »« STAYS STUCK. Convenient rubber 


spreader built into cap. Stays liquid; no need to 
add water. Sizes from 2 oz. to gallons. 


To meet the varying needs of today’s offices, Carter 
supplies more than eight hundred different items for 
all kinds of writing, “sticking”, stamping, marking and 
eradicatin 
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PUMP ACTION STAMP PADS 

Most popular pads on the market. Quieter, longer 
lasting, require re-inking less frequently. Every 
pad guaranteed for 100,000 impressions. Four 
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RUBBER STAMP INK 

The result of ninety-four years of ink-making 
experience. Applies easily, smoothly, tiniformly. 
Makes deep, rich impressions. For both Pump- 
Action and Foam Rubber Stamp Pads. 


RYTOFF INK ERASER 

As handy and as needed as the eraser on tif 

end of a pencil. A touch of the applicator a 

blots vanish quickly, completely. For “old” iif 

markings, use Carter’s Two Solution Eradicatal 
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INSTANT TYPE CLEANER 

Loosens dirt on metal type quickly; dries imm 
ately. Most for the money, too. Hand applicat 
wipes type clean without spattering. ‘Two econom 
sizes — 4 0z., and 8 oz. 


without any loss of cleaning power, and Finest Muci- 
lage has a new sparkle due to an improved filtration 


process. 


Smart up-to-date styling, and more convenient, 
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. and constant improvement in performance 


makes these Carter items the best buy for every office. 
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ADDING MACHINE 


R. C. Allen Business Machines, Inc., 
679 Front Ave., N.W., Grand Rapids, 


"Mich, makes the Visomatic Electric 


Adding Machine with new features to 
Bave time, money and effort. This ma- 
thine is now available for immediate de- 


livery throughout the country. The Viso- 


Matic’s automatic clear signal prints 
alongside of the first item entered in 
the machine as positive proof machine 
was clear before adding operation was 
begun. The correct keyboard height and 
angie eliminates arm and wrist fatigue. 
Automatic totals and sub-totals plus 
automatic space-up of tape save time 
and increase speed. Ciphers are printed 
automatically. A convenient writing ta- 
ble on the machine provides a perfect 
writing surface. An even-odd keytop 
formation (odd-numbered keys are more 
concave than even-numbered keys) adds 
a modern touch and helps the operator 
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build accuracy. Direct subtraction, with 
subtracted items printed in red, and visi- 
ble dials are also incorporated into the 
Visomatic. Another feature is the feath- 
er-light touch. The lightest key touch 
sends the Visomatic into action. Oper- 
ators quickly appreciate its hair-trigger 
precision. The Visomatic is pleasingly fin- 
ished in soft green with flowing stream- 
lined design. It meets the highest stand- 
ards of contemporary styling and adds 
eye-appeal to the desk or office. Viso- 
matie Electric Adding Machines are 
available in four models: 10, 9, 8, and 7 
columns. 


HANDWRITTEN FANFOLD FORMS 


Standard Manifold Co., Dept. A11-52, 
333 W. Lake St., Chicago 6, Ill., makes 
the Stanco Repeat-O-Pak Handi-Riter 
which makes available fanfold forms 
with floating re-usable carbon paper for 


handwritten procedures. This eliminates 
pencil carbon smudge and illegible copies 
and provides as many as ten clean, clear 
handwritten |copies. The Handi-Riter is 
a lightweight, portable box equipped with 
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a carbon and forms-carrying device simi- 
lar to those found on modern billing ma- 
chines. It weighs only 1 lb. 9 ozs., ex- 
elusive of forms and carbons. Fanfold 
forms, stored in the box, feed through 
the unit in continuous style. It accom- 
modates all popular form sizes with 
economy advantages to large volume 
users available with fanfold style forms. 
Long-wearing Repeat-O-Pak Pencil Car- 
bons, varied in weight to meet individual 
requirements, assure last-copy legibility. 
Their curlproof, tack resistant qualities 
allow them to move freely through the 
form without binding. Form ejection is 
a smooth and simple process completed 
seconds after the last line is written. 
No carbons to handle, no fumbling to re- 
position forms. In a single motion, car- 
bons are automatically ejected from the 
completed form, reset in the following 
form, and the completed form removed 
carbon-free ready for _ distribution. 
Though offering advantages of cleanli- 
nes and simplified éperation, the Handi- 
Riter is not intended as a competitive 
item to conventional registers. No pro- 
vision has been made for locked-in copies 
and it is not mechanically operated. But 
it produces an excess of five copies and 
opens new possibilities in handwritten 
multi-copy applications. Users of fan- 
fold style forms may find occasions in 
which the handwriting of a form will 
avert a billing department delay and 
expedite the movement of needed ma- 
terials. Handwritten forms will elimi- 
nate the need for re-typing or machine 
copyiag to obtain additional copies. Spe- 
cial skills are not required in its opera- 
tion and the Handi-Riter can be stored 
with convenience or carried with ease. 


Alliance Rubber Co., Alliance 8, Ohio, 
offer free illustrated literature on Arco 
Open Ring Stationery Bands which have 
greater strength and longer life. The 
literature contains a table showing how 
many bands of each different size are 
contained in a pound. Diagrams indicate 
exact dimensions of all bands with 
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prices for different quantities in various 
sizes of bags and boxes. The Open Ring 
Rubber Band has received wide approval 
by clerical workers because of its greater 
ease of handling which saves time. Free 
samples of this new type rubber band 
ean be had by writing above address on 
business letterhead. 


LETTERHEAD PORTFOLIO 
Byron Weston Co., Dalton, Mass., of- 
fers a free portfolio of outstanding let- 
terheads in Weston Bond and Weston 
Opaque Bond, 25% rag content. It fea- 
tures an outstanding collection of letter- 
head designs used by well known com- 


panies and includes specimens of black- 
and-white, two-color and multi-color let- 
terheads done by letterpress, lithography 
and die stamp engraving. The portfolio 
is designed to provide a letterhead col- 
lection that can be used to visualize the 
appearance of a letterhead executed by 
any process, to compare currently popu- 
lar design trends and to illustrate the 
effectiveness of quality bond paper as a 
background for fine letterheads. The port- 
folio also contains complete information 
on the wide range of sizes, weights and 
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colors in which Weston Bond {fs available 
as well as a sample test envelope dem- 
onstrating Grip-Quik instant sealing flap 
gum available on envelopes to match. 


PAPER SHREDDER 

Industrial Shredder & Cutter Co., 103 
Mill St., Salem, Ohio, makes the Silver 
Executive Paper Shredder which takes 
from 6 to 15 sheets of paper at a time 
and shreds them into 44” strips. The ma- 
chine is 15144” square, 23” long with fold- 
ing table extended and 13” high. Its quiet 
Operation and appearance makes it usable 


anywhere including executive offices for 


the destruction of confidential papers. 
Machine’s throat is 10” wide and wider 
Sheets can be folded for inserting. A re- 
versing switch clears jams instantly if 
machine is overfed. Staples and pins in 
the papers get shredded without damag- 
ifg machine which weighs 90 lbs. with its 
% hp motor which does not overload 
lighting circuits. Sturdily built of steel 
for long, hard use with knives which re- 
quire no sharpening but which ean be 
easily replaced. Anyone can safely use 
the Silver Executive Shredder. Illustrated 
literature from above address. 


THIN PAPERS 
Neenah Paper Co., Neenah, Wis., of- 
fers a free sample book of Neenah Thin 
Papers which includes samples of Old 
Council Tree, Success, and Neenah On- 
ionskin. Old Council Tree is made with 
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100% new cotton fibers, Success has 75% 
new cotton fibers and Neenah Onionskin 
has 25% new cotton fibers. All colors 
and finishes of each sheet are shown with 
sizes and weights. 


DICTATING MACHINE 


Thomas A. Edison, Inc., West Orange, 
N. J., makes the VP Edison Voicewriter 
dictating machine which weighs only 11 
Ibs. and is less than 244” high, 12” wide 
and 914” deep. It can be carried in a 
brief case and uses Vinylite Diamond 
Dises with a capacity of 30 minutes of 
dictation which the machine plays back 
for the transcriber with full clarity. The 
dises are interchangeable for use on all 
Edison dictating equipment. The VP 
Voicewriter is simple to operate with a 
single knob performing all functions. 


This 4-in-1 control permits the dictator 
or transcriber to play back the last few 
recorded words or the entire disc, and 
it permits audio scanning of the entire 
recording. Machine has a_ lock-switch 
which holds the diamond stylus in place 
as well as other internal parts while ma- 
chine is being carried. A turbine-type 
blower cools the mechanism and the 
microphone serves as speaker for play 
back. Draws only 25 watts of current. 
Two lights indicate when it is on and 
ready for dictation. An end monitor 
gives audible warning when end of disc 
is near and stops turntable. The discs 
are reuseable. 
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BOND PAPER 


Hammermill Paper Co., 1463 East Lake 
Road, Erie 6, Pa., offers a sample book 
showing impressive letterheads on their 
Cockletone Bond in various styles of 
engraved, lithographed and letterpress 
printing. Large samples of this sheet in 


ie i Se : 
Sub. 13, 16, 20 and 24 are 
is Cockletone Bond Opaque. The latter 
sheet is especially suited to insurance 


included as 


policies, leases, quotations, ete., gen- 
erally printed on two sides with much 
type matter but which must preserve an 
impressive appearance. 


TYPING GAUGE 


Kee Lox Mfg. Co., Rochester 1, N. Y., 
offers the aluminum Erasaguard which is 
used to make erasures in typing original 
and carbon copies and also for typing 
measurements. One scale on the Erasa- 
guard measures length of typewritten 


lines, for centering typing on a sheet. 
Another scale counts lines of typing. The 
Erasaguard is made for pica or elite 
type and it has an inch rule. Its edges 
ean be used for ink ruling with ordinary 
fountain pen. The guard is shaped to 
fit the machine platen without slipping 
and it has a raised handle at one end. 
When the finger plate is aligned with 
upper left-hand corner of a sheet, a pen- 
cil dot through the gauge aperture marks 
the proper spot for perforating with a 2- 
prong paper fastener for filing. This 
keeps filed papers in alignment. The 
patented Erasaguard is useful to typists 
and their supervisors who must lay out 
typing work. It sells for 35 cents. 


RECORD-CARD REMOVER 
Vue-Fax Corp., 91 Gold St., New York 
38, N. Y., makes the Card Bank Re- 
mover for removing one or more banks 
or rows of visible record cards from a 
file without disturbing the order of the 








IMPORTANT to OFFICE EFFICIENCY 


q (ella ax 


Culematc 


STENCIL CUTTER 


FOR MIMEOGRAPH REPRODUCTIONS OF 


ADVERTISEMENTS 

BUSINESS FORMS 

me TIPPS 
a i 
GRAPHS 

DRAWINGS 

BULLETINS 


FAST Graphic material on 
originals reproduced electronically 
on stencil in six minutes. 


ACCURATE Ntictalohich anti-war 


cils are exact copies of originals, 
eM olaclohMc-telellale ME Mate [ ie-ton 


ECONOMICAL Stenafax 


saves hours on preparation time. 
Over 10,000 mimeographed copies 
from 1 stencil. 


Now Available to Commercial Users 


TIMES FACSIMILE 


CORPORATION 
540 West 58th Street, New York 19, N.Y 
1523 L Street N.W., Washington 5, D. C 


| cards. 
| ble parts and all can be operated with 


| item by item. 
| packed in a new red, white, blue and 
| black bag. This design and bright color 
| scheme have been carried over to the 


The device has only three mova- 


one hand. Starting from the top of the 


| panel these parts consist of a hinged flap 


extending the length of the panel. Fixed 
to the inside of this flap is a strip of 
sponge rubber which also extends the 
full length of the flap. At the bottom 
of the panel is another hinged flap with 
ridges simulating the spacer rods in the 
file. The third part is a rod (at the 
top) extending the length of the panel 
and fixed to the panel by two strips of 
metal attached to the lower sides by 
slotted hinges. This rod forms a stand 
for the bank or banks of cards so that 
they can be manipulated for any reason. 
Complete information from above ad- 
dress. 


OFFSET PADS 

Colitho Div., Columbia Ribbon & Car- 
bon Mfg. Co., 1011 Herb Hill Road, Glen 
Cove, N. Y., has added Colitho Pads to 
its extensive offset duplicating supply 
line. The pads, packed 100 pads to a bag, 
20 bags to a case, are made of a folded 
non-woven fabric that is guaranteed lint 
free. Colitho Pads make easy the job of 
applying solutions to offset plates and 


cleaning offset duplicating machines. The 


Colitho package design is being changed 
Colitho Pads are being 
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Users of One-Time Carbon Forms: 


This ¢ y ‘1096 A Year! 


One-ti 

this actual i r files: An Insurance 
Company h part, 8/2 * 11 one-time 
carbon form for five years «> ° 120,000 of them every 
year. 


The average cost of the one-time carbon pape! for 
just 1,000 of those forms was anew $14.70 


When that Company switched Repeat-O-Pak 
floating reusable carbon ich continuous forms 
(and incidentally got @ petter-looking, ier-to-read 
billing job) the cost of the carbon paper 


sand typed forms dropped to only... $1.40 
Carbon Paper Savings On The 1,000 Forms $13.30 


Multiply that by the 120,000 forms used each year, 
and you find that the Insurance Company had been 
rearing UP $1,596 every year! T 

An unusual ¢ all. See what Repeat-O-Pak floating reusable 
carbon paper Send a sample of your form, the aPPF i- 
mate yearly quantit ame of your forms- writing equip- 
ment. No charge OF obli i 


1+) COMPANY Dept. Al 1-52 


Carbon Paper ibbons ° 333 W. Lake St. ° Chicago, Ill. ® Offices in 
Principal Cities * Budge Carbon Mfg- Co., itd. Montreal 3, Quebec- 


* floating carbon paper for continuous forms used on all kinds of forms-writin’ machines 
LBM. and Underwood Formswriters.-- Moore Carbon-Saver and Uarco Adapters. 
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a 
“WEATHER-PROOF!" Exposure 
and developing time remains 
constant despite changes in 
temperature or humidity. Press- 


“ am 
SM” all-aluminum plate is -"S"centsec 
ees = 
Stretch -and-wrinkle- proof! 


This all-aluminum professional quality plate 
delivers exact color register, completely uni- 
form impressions throughout the longest press 
runs. It can’t stretch or curl. It won’t wrinkle. 
And it’s oxidation-proof! “83M” PHOTO-OFFSET HANDY, SAFE STORAGE. Light- 
PLATE won't oxidize or scum even when the oar. this “3M” PHO a 


E e ° ST PLATE is eas 
Press is stopped for long periods. Put this store —keeps st Eg Bd 


superior plate on your presses. Turn out jobs out re-runs that closely match 
of highest professional quality every time. original jobs. 





» QUICK FACTS— 1. Won't oxidize. 2. Exposure and developing time unaffected by 
temperature and humidity. 3. Easy additions or deletions. 4. Finest quality printing. 5. Stretch- 
ond-wrinkle-proof. 6. Handy, safe storage for re-runs. 











Available in 10"x15%”" for No. 1250 

MINNESOTA MINING & MFG. CO. Multilith Press. 10”x16” for Davidson Press 
Printing Accessories Division, Dept. O-112 
St. Paul 6, Minn. 
1D Send FREE samples of work done by “3M" 

PHOTO-OFFSET PLATES, plus full information 

and price list. 
(LD Arrange for a demonstration. We do (] do 

not (_] make our own plates. 
(CD No. and type of presses. 


Sensivized Alurmmum 


PHOTO-OFFSET PLATES 


Made By The Makers Of 
“Scotch” Brand Cellophane Tape 
Made in U.S.A. by Minnesota Mining & Mfg. Co., St. Paul 6, Minn., also makers of 
“Spherekote’"’ Brand Drawsheets and Blankets, ‘‘Spherekote’’ Brand Tympan Covers 


and Frisket Papers. General Export: 270 Park Avenue, New York 17, N. Y. In Canada: 
London, Ont., Can 


Ask your local plate-maker to supply your next job on"3M" plates. 
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Colitho Blanket and Roller Wash 1-gal. 


can which is now lithographed. The pack- | 


aging program stresses pleasing design, 
visible colors and readability. 


OFFSET PLATEMAKER 


Litho Engineering & Research, 3237 
Eastlake Ave., Seattle 2, Wash., makes 
the Automatic Spee-Dee Platemaker, in- 
expensive platemaking unit designed 
especially to meet the needs of owners 
of Davidsons and small Multiliths. Meas- 
uring overall only 14144”x20%", with 
light bracket 3314” high, the Automatic 
Spee-Dee Platemaker has a built-in ex- 


posure timer which turns off the light 
at the end of any desired pre-set inter- 
val. Light source is a standard GE No. 
2 Photoflood Lamp, obtainable at photo- 
supply dealers, which provides unvary- 
ing intensity of illumination, making un- 
necessary the periodic revision of expo- 
sure times, Using standard pre-sensi- 
tized plates, usual exposures are from 
four to six minutes and, with the sim- 
plified one-solution development process, 
plates can be burned and ready for the 
press in ten minutes or less. No dark- 
room or special equipment is necessary 
for either exposure or development and, 
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Rods fit onto 
rails—the top 
of Pendaflex 
frames. 


Pendaflex 
folders hang by 
2 metal rods. 


Pendaflex 
frames fit all 
standard filing 
drawers. 


use folders on rails... 
the speedy way to file 


Oxford Pendaflex folders give to filing 
what the modern railroads give to travel 
— SPEED! With Pendaflex—the hanging 
folders that glide on rails, you zip 
through your work faster! easier! 
Pendaflex folders can’t sag and slouch. 
They hang on rails straight up and down. 


Write today for Trial Drawer test to: 


= 
1 Oxford Filing Supply Co., Inc. 
. 105 Clinton Road, Garden City, New York 





! 
j BUSINESS ADDRESS 





i 
! 
1 
| NAME | 
! 
! 
I 


I city STATE 


ani comenmnmtnnnenenen anne 
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Open the Door to 
REPEAT SALES 


Model 40 
$4450 


(Plus Fed. tax and supplies) 


When ‘you sell a Master Addresser or 
Master Duplicator, you don’t make just a 
single sale—you open the door to REPEAT 
sales and profits. For every unit sold the 
annual supply business from the average 
customer amounts to a sum considerably 
greater than the purchase price of the 
machine. For example, your customer 
spends money every time he pulls on the 
handle of his Master Addresser or Master 
Duplicator. He REPEATEDLY = spends 
money for carbon tapes, master tapes, 
printing fluid and master units. In addi- 
tion, for every address printed or for every 
copy duplicated, he REPEATEDLY spends 
money for companion items—envelopes 
and duplicator paper. You can get him to 
spend his money in YOUR store if you sell 
Master Addresser products. Equipment 
which creates this bonus business is worth 
extra sales effort and opens the door to 
this REPEAT business—a steady, year 
‘round volume of sales for Master 
Addresser dealers. 


WE HELP YOU SELL Master Addresser products are 
Nationally advertised every month to help you open 
the door to this repeat business. November ads 
will appear in DUN'S REVIEW e WNATION'S BUSI- 
NESS « KIWANIS e THE INSTRUCTOR e CHRIS- 
TIAN LIFE. 


E, 


Minneapolis 16, Minnesota 


ae We 


6500-0 West Lake St. 











with a properly stripped negative, no 
skill or previous experience is necessary 
to make good plates. Replacement of a 
worn or defective plate can be made on 
the spot with a minimum of, inconveni- 
ence, delay or interruption to a press 
run. The Spee-Dee Starter Package, of- 
fered on 10-day trial, includes the plate- 
maker and an initial supply of plates 
and materials. The Automatic Spee-Dee 
Platemaker alone is priced at $79.50 and 
the complete Starter Package is $89.50. 


MACHINE FORMS 

Printed Products Corp., 147 West 42nd 
St., New York 36, N. Y., announces the 
production of continuous forms with and 
without marginal punching and with and 
without interleaved carbon. These forms 
may be used in typewriters and regular 
billing equipment. Forms with marginal 
punching will fit the regular IBM and 
Standard Register sprocket feed equip- 
ment. Forms are printed on the latest 


rotary lithograph presses in all the 
standard sizes ranging from 314” to 17” 
in length and from 4 5/16” to 17 25/32” 
in overall width. Stapled or pasted mar- 
gins can be supplied depending upon the 
type of form required, with tongue-notch 
This line 
is in addition to the regular production 
of autographic register and continuous 
forms, one-time carbon-interleaved snap 
aparts and salesbooks. A complete dealer 
division is maintained. Price inquiries 


carbon extraction if so desired. 
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STEEL DESK No. 756 4 


STURDY + SPACE-SAVING 


This well made and beautifully finished desk is particularly designed 
for use where space is at a premium. Of heavy gauge steel, it has 
4 roomy drawers, an arm rest and a private compartment (with 
adjustable shelves) under lock and key. Perfect for the Small Office 
— Receptionist — Show Room — Student — "Office at Home”. 
Size: 40" wide, 29!/," high, 18" deep. Olive green or Cole gray. 





PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES. 


oe) A A STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y 











New! “Punchless” Binder 
Saves 80% in Time 


Look- No Holes ! 





SLIDE LOCKS CLOSED 


Compare any other method of 
binding with the new, revolution- 
ary ‘“‘Punchless’”’. Zip —it’s open! 
Zip — it's closed! No time wasted 
punching holes and messing with 
“gadgets”. Papers are bound or 
released by merely pushing two 
slides. 

The “Punchless” Binder is 
ideal for file folders, sales and 
service bulletins, catalogs, price 
lists, house organs, etc. Letter or 
legal size in red, black or grey 
with “‘Punchiess” clip at top or 
side. Order from your supplier or 
write to Cushman & Denison Mfg. 


Co., Dept. 0-6, 153 W. 23rd St., 
N.Y. 11, N.Y. 


CADDO 


TWUREHLESS” (BIN DER 








are invited and will be handled promptly 
and efficiently. Free catalog of business 
forms from above address. 


PHOTOCOPY MACHINE 


General Photo Products Co., Chatham, 
N. J., offers the Exact-Phote-Copy ma- 
chine, a compact motor-driven, continu- 
ous printer and processing unit which 
eliminates the need for a_ separate 
printer. It requires no washing, fixing, 
drying or darkroom. The Exact-Phote- 
Copy Dry Processing Unit copies any- 
thing typed, written, printed or drawn. 


“ 


Copies are error-free and legally ac- 
cepted. Machine is simple to use and 
anyone can operate it by plugging into 
an electric outlet and turning switch. 
The form to be copied is inserted with 
a sheet of negative paper. In about 8 
seconds, the two sheets come out of the 
machine. The negative paper is then in- 
serted with a sheet of transfer paper. In 
about 20 seconds the dry finished, posi- 
tive copy is ready. The machine also will 
make duplex copies of two-sided mate- 
rial. Literature from above address. 


CALCULATING PUNCH 

Remington Rand, Ine., 315 Fourth 
Ave., New York 10, N. Y., offers a book- 
let which describes how bridging the 
gap between the problem and the solu- 
tion of today’s complex accounting prob- 
lems has been made easier and faster 
with the Remington Rand Calculating 
Punch. The calculating punch allows for 
a planned series of operations composed 
of individual steps, assuring a flexibility 
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“1 do laborless filing, in 
half the time — with 
CORRES-FILE 


CORRES-FILE increases efficiency — saves time (50%) and money — improves 


employee morale, by taking the file clerk out of the laboring class! 


For 60 long years the 4-drawer file has been 
a necessary evil — since 1893 filing clerks 
have been pulling, pushing, stretching, stoop- 
ing, kneeling, squatting — performing more 
like gymnasts than office workers. No won- 
der the personnel turnover for filing clerks 
is the highest — and comparative efficiency 
the lowest. But, at last, filing drudgery can 
be eliminated. Office modernization can 


include the filing system too — because 
Corres-File has become a reality. Designed 
to fill a vital and specific need, Corres-File 
eliminates more than 50% of clerical oper- 
ating time — this brings your filing oper- 
ation up to new heights of filing speed, 
efficiency — and economy. Send today for 
complete information. 


THERE'S A CORRES-FILE NEAR YOU - ASK FOR A DEMONSTRATION TODAY! 


WASSELL 4 
ORGANIZATION, INC. | 
Westport 2, Connecticut 
“Effective Tools for 


» Effectiv: inagement’’ 


* 
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I'm interested in knowing more about Corres-File 
— and how it can save for me. 


Name 


Title 


ompany 
Address ... NS slpcie ee 
I cs scescinsecneicantarcea SOI cn, ale I ch 
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NORTHWEST'S 
MANAGERIAL FILE 


FOR DESK-SIDE EFFICIENCY 


© Upper compartment has expanding- 
front for easy access, Front stays 
closed when cover is opened; opens 
only when manually expanded; closes 
automatically when cover is closed. 


Lower drawer has 
quality ball bearing 
rollers. Separate 
locks on top and 
bottom sections. 
Large casters for 
easy portability. 
Northwest's Man- 
agerial File, No. 
5OOLX. Letter size 
is 1434” wide, 26” 
deep, 30/2” hi 
No. 500CK 
size is 1734” wide 
Olive green, gray, 
walnut or mahogany 
grained finishes. 


VERTICAL FIL 


1940L 4- ee 
drawer letter file is ; 
1434” wide, 52” high 
and 28” deep. Available 
in all sizes—2, 3, 4&5 
drawer models for most 


Northwest's 


' economical 7% 


> office 


use.'s 


> Also with @ 
> card 


ers. 


' ard finishes. 


@ Northwest filing 
cabinets have sturdy 
10-roller cradle suspen- 
sion slides (8 ball bear- 
ing rollers — 13 ball 
bearings per roller) 
and 2 hardened steel 
compensating rollers— 
built for maximum ef- 
ficiency and depend- 
ability. 


@ Roller wells in hous- 
ings provide gravitated drawer retention without 
superfluous thumb latches. 


@ Plunger type locks available to lock all draw- 


ers simultaneously. Positive-grip followers. Finest 
quality chrome hardware. 


Write for literature and prices on these and 


other Northwest quality steel files. 
IMMEDIATE DELIVERY! ORDER TODAY! 


NORTHWEST METAL PRODUCTS CO. 


1337 E. Mason St., Dept. O, Green Bay, Wis. 





of operation. The storage unit of the 
calculating punch is able to retain values 
needed for one or a series of calcula- 
tions. Counters make possible the ad- 
dition, multiplication and subtraction 
of values retained in the storage unit, 
or of values tranferred from the tab- 
ulating card. Operation of the punch is 
controlled by a removable control panel 
on which all program steps, values, coun- 
ters, storage units and punching are 
wired. Several applications of the cal- 
culating punch are sales control, billing, 
payroll, labor distribution, production 
and material accounting. For further in- 
formation write for Booklet No. TM809. 


STENCIL CUTTER 
Times Facsimile Corp., 540 West 58th 
St., New York 19, N. Y., announces that 
the Stenafax Stencil Cutter is now avail- 





able to commercial users. Previously 
production was allotted to government 
agencies. This machine automatically 
euts mimeograph duplicating stencils 
from any typed or printed copy. Since 
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A NEW, COMPLETE LINE 
OF FINE IMPRESSION PAPERS 


Whether you use stencil, lithograph or spirit pro- 
cess Wausau Paper Mills Company — in their new 
Impression Paper line — has a paper to fit your 
particular job. 


Wausau Bond, Wausau Mimeo and Wausau Dupli- 
cator are watermarked — each especially prepared 
for clean, sharp, easy-to-read impressions. Exact 
Bond, Exact Mimeo and Exact Duplicator are full- 
bodied economy papers, unwatermarked, made 
rigid for high speed operation. 


The complete line is available nationally through 
authorized distributors and stationers. 


WAUSAU PAPER MILLS CO. 


tive. Sales Offices 
111 W. Wast jton Street, Chicago 2, Illinois 


t Brokaw, Wisconsin 
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PIII III III IRI III IIAHIIR 


STORMS 


QUALITY PRODUCTS 


CARBON PAPER 
INKED RIBBONS 
CARBONIZED ROLLS 


“The Complete Line” 
Dealers... 


Increase your sales. 
fidence. 


Compete with con- 


Sell highest grade merchandise produced 
and guaranteed by a reputable manufacturer 
with a thorough knowledge of DEALER re- 
quirements. 


H. M. STORMS COMPANY serving the 
_ DEALER TRADE EXCLUSIVELY for more 
\ than a HALF CENTURY is exceptionally well 
| equipped to provide everything required in 
| CARBON PAPER, INKED RIBBONS and 
» CARBONIZED ROLLS. 


We have complete modern facilities for 
_packaging and imprinting under dealers’ 
_ private brands. 


Investigate our PERSONALIZED service. 
Carbon paper permanently identified with 
your brand name printed directly on each 
— of carbon. A sure way to build repeat 
sales. 


Write NOW fo Dept. H for details. 


1: is - 
a . L 
®Conos erer'* 


Reet mane 


H. M. STORMS CO. 
STORMS BUILDING 
BROOKLYN 38, N. Y. 


RRR AAAA AK IA Aaa aaa 
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the stencils are exact facsimiles, no 
proofreading is required. A stencil is 
produced in six minutes without the 
services of a typist (or artist, if copy 
contains artwork). Illustrated literature 
fully describing the machine’s operation 
can be had from above address. 


MAIL BAGS 
Can-Pro Corp., 19-23 E. MeWilliams St., 


| Fond du Lac, Wis., announces two styles 
of Mail Bags. 


One is a de luxe all leather 
bag with russet strap leather top and 
bottom cuffs, and bottom of rich chrome- 
tanned, elk finished cowhide in sizes 14” x 
18”; 16” x 20”; 18” x 24” and 20” x 30”. 


The other style is a heavy duty canvas 
and leather bag with top and bottom 
cuffs like the all leather bag. Body is 
made of heavy, treated, water-repellent 
eanvas. Available in all above sizes plus 
size 24” x 37”. Complete information 
from above address. 


DRAWING TEMPLATE 


C-Thru Ruler Co., 827 Windsor St., 
Hartford, Conn., makes a quality trans- 


| parent plastic template containing the 
most popular sizes of hexagons, circles 
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re!“ OPEN-RING 
Roun RUBBER BANDS 


QWeers ASK TO SEE SAMPLES OF 
N THIS EXCELLENT NEW TYPE BAND 
EASIER to pick up, HANDIER, QUICKER to use! 
STRONGER all around, yet COST NO MORE. 
Here’s SOMETHING NEW .. . The Band of 


Tomorrow that makes all others. er 
old-fashioned. ee — 


ORDER NOW! | Wy ‘asm 


SAME PRICES! 


ALLIANCE “4 ae... QE 
RUBBER CO. 7 ie om cakr* 


ALLIANCE 8, OHIO) = ay : 
SLIDELL, LOUISIANA <aeenelie wd aa ie 


AW \\ yyy A 
a ~~ ly fi ij ' ‘ 


Over 300 sized 











- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


US. 
CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“/4e FEDERAL CASH REGISTER co. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 


- Iwuiaad 


PEDERAL-FEDERAL 


wusdad 
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TRADEMARK REGISTERED 


ac-a-desk 


This Amazing Desk Stabilizer 


Makes Typing 
Easier, Faster! 


No one can be expected to type decently 


on a wobbly, slanting typewriter plat- 
form. But with a firm, self-locking Jac-a- 
desk, typing becomes 

easier, faster, less 

noisy — mistakes 


Jac-a-desk has smooth 
exterior—no protruding 
locks or handles. Ex- 
pands from 16” to 30” 


—high enough to sup- 
port standard height desk leaves. See 
your dealer today! Specify Jac-a-desk! 


IMPORTANT! Before making costly repairs or 
replacement try Jac-a-desk. Perhaps your type- 
writer only needs this common-sense support. 
Up in a jiffy, down in a jiffy—locks automati- 
cally. Non-snag, satin-like finish. oe grip 


rubber ends. Easy to stow. 


GONCO MANUFACTURING COMPANY 
1259 So. La Brea Avenue, Los Angeles 19. California 
IN CANADA: Underwood Ltd., 135 Victoria St., Toronte 
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| ing with ink or pencil. 
| template 


| all the 





and squares—all in a straight line for 
ease of comparison and use. Priced at 
only $1.50, this instrument has bevelled 
edges on all working surfaces for draw- 
Lugs raise the 
from paper surface to elim- 
inate smudging. A 6” ruler marked with 
bevelled edge in 16ths is another useful 
feature. 


CHAIR BASE 


Sturgis Posture Chair 
Mich., makes a chair base that never 
needs refinishing because the finish goes 
way through. The molded fiber 
glass base actually has no finish. It is a 
single, solid, seamless unit which will 
never need maintenance, regardless of 
the rough office use it gets. All that the 
maintenance people have to do is wipe 
it with a cloth and clear polish to keep 


Co., Sturgis, 


it looking like new. Even when dropped 
from an airplane at an elevation of 
1000-ft, on a hard-surfaced runway, the 
glass fiber base was not damaged. It has 
great resistance to being dented, dis- 
figured or deformed in any way. Heavy 
loads will flex the base slightly, but when 
the load is removed, it returns to its 
original position. A chair equipped with 
this base is self-leveling. When occu- 
pied on uneven floors, it flexes slightly 
and all casters stay firmly on the floor. 
The base is lighter than previous bases 
and tends to dampen out chair movement 
noises. The base cannot rust, discolor 
or deteriorate because of age or moisture. 
Optional on eight Sturgis chairs. 
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REINFORCING PUNCH 
Applaud Sales Co., Dept. OM-11, 98 
Park Place, New York 7, N. Y., offers the 
Target Reinforcing Punch which applies 
acetate tape reinforcement at the same 


time it punches holes in paper. It will also 
apply the reinforcing washer to holes 
already punched. Made in 2 and 3 hole 
models for standard ring binders and 
fully described in free literature avail- 
able from above address, 


SMALL COLLATOR 
Thomas Mechanieal Collator Corp., 
Dept. B, 30 Church St., New York 7, 
N. Y., announced that it is now in full 
production on the tavle top collator. 
Priced at less than $100, the table top 


i 


collator gathers papers into sets of 2 to 
8 pages in one operation. Only 1544” 
square, it is easily carried from place to 
place. Available in either the 5 bin or 


8 bin model, it can accommodate paper | 


sizes from 3%” by 8” to 8%” by 14”. 
This unit allows even the smaller com- 
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Just Plug Into Any Outlet 
and Enjoy SUNSHINE" 
COMFORT 


w= =SEE 


NEW % HEATER s 
DRAFT-DODGER “Htunwo 


Under-the-Desk 
RADIANT HEATER 


Designed to bring gentle warmth 
to office cold spots. 
Magic Unbreakable Glass beams 
healthful infra-red rays that 

feel like sunshine. 

Completely Safe—No danger of 

burns or fire... Does not glow 

and is safe to touch. 

Efficient, Healthful—Will not 

wear out... guaranteed 5 years. 

Clean infra-red heat keeps air 

fresh, warm and healthful. 
$29.90 list f.0.b. Chicago 


YOUR DEALER OR ORDER DIRECT= 


ROTONE, Inc. 


a 
e 
| 
1436 W. Fullerton Ave., Chicago 14, Ill. H 
DrafiDodger(s). § 
a 
' 
a 
a 
& 
& 
a 





Street__ 
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This is @ sample of the work turned 
out by PEERLESS IMPERIAL 
Carbon Paper Ribbons. 


PEERLESS IMPERIAL 
Carbou Paper Ribbons 
are stronger 
turn out cleaner work 


ff your company uses carbon paper ribbons for 
tabulating reproduction—for offsetting forms, 
Bulletins, catalogues, etc.—then you'd better 
Speak to the PEERLESS IMPERIAL Man. 


Get him to demonstrate the quality PEERLESS 
IMPERIAL Carbon Paper Ribbon—made of 
fine rag tissue, 

stfong enough to 

pevent cutting 

through. A ribbon 

thar lasts longer, 

gives cleaner, 

sharper impres- 

sions with uni- 

form color. 

Telling you about it won't convince you. Try 
it for your own requirements. See the differ- 


ence. If your Dealer can’t supply you, write 
direct to us. 


PEERLESS IMPERIAL CO., Inc. 


28 Peerless Place, Newark 5, New Jersey 


x t © Chicago 2 9W OW 


er Rouge, Mict 





pany to minimize the inconvenience and 
expense of hand gathering into sets such 
items as sales bulletins, directives, and 
price lists. Bulletin No. 113 on the table 
top collator is available from above ad- 
dress. 


PHOTOCOPY MACHINE 

Charles Bruning Co., Dept. P 112, 
Teterboro, N. J., offers a free illustrated 
brochure describing the operation of the 
Model 14 Copyfiex machine which auto- 
matically makes copies of any standard 
office form regardless of size. Machine’s 
specifications and required supplies are 
listed in full. The brochure may be had 
from above address by requesting Booklet 
A-2042. 


DESK-SIDE FILE 


Northwest Metal Products Co., Dept. O, 
1337 E. Mason St., Green Bay, Wis., 
makes the Northwest Managerial File 
No. 500 in letter and legal sizes. The 
upper compartment has expanding front 
for easy access to filed records. This 
front remains closed when the top of file 


is opened and, after being manually ex- 
panded, the front closes automatically 
when the top is closed. This allows for 
one-hand operation so that the user can 
remove material from the desk-side file 
while talking on the phone or writing. 
The lower drawer has ball bearing rollers 
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you helped design the... Odine? 


ADDING MACHINE 


Dia mmm och tum fm 108 Oh SOE SD ONS OOS OSE a rm RY em 


why you? Tomorrow's Adding Machine 


An exhaustive survey was first made of the personal for Today's Business Profits 
tastes of executives and operators. Their prefer- 
ences were noted — and the features are toda 
incorporated in the ODHNER ADDING MACHINE 


made with “most wanted” features 


The new ODHNER has only 3 operating keys for 5 
functions, reducing hand movement to a minimum. 
The uni-directional main shaft makes it faster and 
smoother in operation and, at the same time, elimi- 
nates the wear and tear caused by the jarring 
back-and-forth movement in conventional machines. 
The scientifically designed keyboard leaves operator 
hands without that numb and tired feeling even 
after hours of continuous work. The new ODHNER 
combines high quality with competitive pricing. 
Dollar for dollar it adds up to YOUR BEST ADDING 
MACHINE BUY! ... 


210 FIFTH AVE., NEW YORK 10, N. ¥. 


MAKE YOUR OFFICE 


Write Today for VALUABLE FREE BULLETIN QO-1 15» 





= Stapl-a-matic 


=Sraplex 


remaog 





> A necessity in modern business .. . 
just slip in the work and STAPL-A-MATIC 
does the rest. In a fraction of a split 
second it's STAPLED. No waiting ever— 
both hands free for work—no levers or 
pedals—no motor to turn on and off or 
to wear out—reloads in two seconds. 
Thousands of users report savings up to 
70%. Let us show you how Staplex 
STAPL-A-MATIC Stapling pays for itself 
in no time. 


The Staplex Company ® 72-76 Jay Street © Brooklyn 1, N. Y. 
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AND YOU T00 
WILL CHOOSE 


Literally packed with features found only 
in machines selling at far greater prices. 


@ Fully automatic, totally enclosed inking 
puts ink exectly where needed. 


@ Automatic counter — automatic feed 
@ Uses only half os much ink 

@ Single contro! lever 

@ Clean stencil release 

@ Entirely self-conteined 

@ Easily carried. Weighs only 27 pounds. 


The Roneo “500” Electric offers the finest in cabinet 
models. Preselection copy counter, automatic shut-off, 
extra cylinder for color change, heavy gauge, baked 
enamel finish steel cabinet. Compare its price of only 
$690.00 (Full Ream Feed) with comparable machines. 


For complete details write for the name of your nearest dealer. 


ADDO MACHINE COMPANY, INC. 


145 W 5S7TH ST 


NEW YORK 19 NY PHONE Circle 4940 


Addo-X Mach 





and there are separate locks for top and 
bottom sections. The letter size file is 
No. 506 LX and measures 14%” wide, 
26” deep and 30%” high. The No. 500 
CX legal size is 17%” wide. Either can 
be had on immediate delivery in olive 
green, gray, walnut or mahogany grained 
finishes. Illustrated literature and prices 
from above address. 


COIN COUNTER-WRAPPER 


Standardwerk Eugen Reis, G.m.b.H., 
Bruchsal 5, Germany, makes the Stand- 
ard-Universal Model C coin counting 
machine which will take 2,000 mixed 
coins at one loading and count only the 


=. Fs a <a 
3 Dm =o < 


aes 


specific coin for which the machine is 
set. All other denominations and counter- 
feits are automatically sorted out. A pat- 
ented wrapper-filling device on the ma- 
chine fills six wrappers, one after the 
other, with the correct number of coins. 
Filled wrappers can be removed and 
sealed while machine continues operation 
and empty wrappers are inserted to re- 
place the filled ones. Firms interested 
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in distributing this machine should write 
above address for complete information. 


WALNUT DESKS 
Executive Furniture, Ine., P. O. Box 
1048, Oklahoma City 1, Okla., makes the 
100 Series wood desks in Space Saver, 
Junior Executive, Executive, and Secre- 
tarial Models. Desks have four-drawer 
pedestals and are of all walnut including 


the island bases. The Junior Executive 
desk top has overhang only at rear; the 
Executive has overhang at both ends and 
at rear. Tops can be had with molded 
walnut edge, linoleum faces, or with 
veneered edge. Made with one and two 
secretary slides; center drawer optional. 
Tilustrated literature from above address. 


BANK ACCOUNTING 


International Business Machines Corp., 
Dept. OF-5, 590 Madison Ave., New York 
22, N. Y., offers a free 31-page booklet 
about the ways that IBM accounting 
machines, proof machines, typewriters 
and time recording equipment can con- 
tribute to the coordination of the ad- 
ministrative functions of banks. Titled 
‘*TBM Services for Banks,’’ it describes 
accounting methods for commercial de- 
posit accountings, savings deposit ac- 
counting, mortgage accounting, install- 
ment loan accounting, personal trust ac- 
counting and other special and general 
bank accounting procedures. Many forms 
and reports are illustrated. Operating ad- 
vantages and basic applications of the 
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Super speed 


symmetric 
built mechanism . 
case . 
only ADDO-X gives 
quality 


feather-touch action 
quiet, smooth performance 
keyboard precision 
eye-appealing 
simplicity of operation 

top 
for 


you these 


features. Write today 


complete: details 


PNRFPENYN= 


ADDO 


145 W 


57th St 


O-X 


Noiseless operation of Addo-X 
machines is result of precision 
engineering. No vibration .. . 
no bouncing . . . reduces wear, 


insures longer machine life. 


There’s nothing finer 
than an addo-x, 


MMO OUWWWO 
ooooooowvw 


MACHINE COMPANY, INC. 


New York 19, N_Y. Ph. Circle 5-6940 


Exclusive U. S. Distributors for Addo-X Adding 
Machines — Roneo Mimeo Machines - 


Multo Calculators 
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Improved production facilities re- 
sult in lower prices on MULTI- 
SNAPS. Even grecter savings ore 
possible for your customer when he 
buys these popular standard size 
forms with copy to suit his needs. 


specifications 


Now available up to 8 part sets! 
Your customers will find MULTI- 
SNAPS ore truly economical one- 
time carbon unit forms. 


Check MULTI-SNAP prices against 
competition. They’re low! Remem 
ber too, they're better working, 
better looking, yet lower thon ever 
before 


.. far you! 


Don't pass up this “low-priced” form 
market today: Get your shore of 
th ese orders now —Hano quolity will 
help you get the repeat orders later 


ssacnuserts 


Established dealers wanted in 
the South, Southwest and Mid-west 


IBM proof machine are outlined, and 
other products and services that offer 
economies to banks are shown. 


TUB FILE 


Amberg File & Index Co., Kankakee, 
Ill., makes the Amberg File Caddy which 
glides along on smooth casters to take 
its place beside a desk and, after work 
is done, it can be tucked well out of the 
way. 


The 25 folders are suspended over, 
rather than stacked into the caddy, and 
have permanent metal tabs. Folders 
swing along freely, making the contents 
readily accessible. The cover, equipped 
with a lock, slides over the top and 
covers the file securely when not in use. 
Made of heavy steel in hammerloid gray 
finish, the Amberg File Caddy is avail- 
able in letter or legal size. 


OFFICE SHORTCUTS 


Minnesota Mining & Mfg. Co., Dept. 
OF-112, St. Paul 6, Minn., offers a free 
16-page booklet of office shortcuts using 
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five Scotch brand pressure-sensitive 
tapes. The booklet contains 59 photo- 
graphs and drawings of typical uses for 
the tape, and shows manual and semi- 
automatic dispensing equipment designed 
for office use. Office jobs for tapes are 
listed in a table that specifies which 
tapes and dispensers to use for different 
applications. The five tapes described 
are cellophane, acetate fiber, acetate film, 
double-coated, and filament tape. 


PAYROLL CHECKS 


Todd Co., Dept. O, Rochester 3, N. Y., 
announced an improved secret formula 
ink for their ABC Check Paper which 
brings out the concealed ‘‘void’’ mark- 
ings ten times faster than before when 
ink eradicator is applied. The ‘‘voids’’ 
are also more intense in appearance and 
more stable against deterioration to in- 
crease the difficu!ties of would-be check- 


raisers. The surface inks which instantly 
wash away when forgers’ acids are ap- 
plied, are highly resistant to other mois- 
ture like perspiration of workers’ hands, 
dampness from a carelessly placed drink- 
ing glass, or high humidity. The check 
ean be held under a running water 
faucet without affecting its color or pat- 
tern. The paper absorbs checkwriter 
imprints so thoroughly that they pene- 
trate through to the back. Paper takes 
carbon inks without penetration for du- 
plicated payroll records. The ABC Pay- 
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The Standard-Universal Coin Counting 
Machine is electrically operated and 
automatically counts coins of any de- 
nominations, of all countries, into bags 
or tubes. I¢ can be set to count only the 
specifically desired coins while other 
coins (or counterfeits) are sorted out 
automatically. The machine operates with 
absolute dependability and takes up to 
2,000 coins at one loading. The patented 
wrapper-filling device takes six wrappers, 
automatically filling them one at a time 
with the required number of coins. Filled 
wrappers can be removed and replaced 
with empty ones without turning off the 
machine. 


DISTRIBUTORS WANTED 
for the finest coin counting 
machine in the world. 


Standardwerk Eugen Reis 


G.m.b.H. 
BRUCHSAL 5, GERMANY 




















| Compact and out of the way. 


Don't dial with uncomfortable stretch. 
Don't STRETCH to use your phone! 
Let /T STRETCH to you! 


Reduce Fatigue—Increase Efficiency. 
Install the New “Desk-clear, Space-saving 
Glidex Extenda Phone” 
Once used, you will never be without it. 
Pays for itself alone in time saved. 
Closes to Only 9”; Extends to more than 30”. 
Attach anywhere, office or home. 
This is the only extension made to hold 
present model phones. 
Model 200 for present phones (5!/.” 
x 7'/2" tray) 
Model 300 Inter-phone (5!/2" x 
9/2" tray) 
Discounts: 3 or more 10%; 6 or more 
15%; 12 or more 20%. 


Extenda phones available also for French and 
Upright phones 
Specify whether wall or desk mount is 
wanted. Dealers Invited 


( LIDEX CORPORATION 


4536 W. Roosevelt Rd., Chicago 24, Ill, 





roll System is the result of 15 years re- 
search to provide ease and safety in the 
cashing of payroll checks. Each em- 
ployee carries an identification card bear- 
ing his signature and made of the same 
paper and inks as the checks. The cards 
and checks are so effective against 
forgery that insurance is provided to in- 
demnify the casher against loss if iden- 
tification card signature is compared with 
endorsement. This makes payment of 
wages by check acceptable to all con- 
cerned. 


STAPLING PLIER WITH BLADE 


Bostitch, Inc., 1001 Mechanic St., West- 
erly, R. I., makes a stapling plier with 
piercing blade, Model P6-8P, a variation 
of the Bostitch P6 Stapling Plier. De- 
signed to provide a faster, easier and 
more economical method of stapling, this 
plier is used essentially for setting up 
and sealing corrugated containers. The 


blade is quickly and easily inserted 
through the folds of the container, mak- 
ing a small thin slit. A simple squeeze 
of the handles drives and clinches a 
strong staple, forming a quick and secure 
fastening. The handy plier holds a strip 
of more than 80 staples which are sturdy 
enough to fasten even tough corrugated 
board. The P6-8P is small enough to be 
held and operated in the hand like a pair 
of ordinary pliers. 


DIRECT IMAGE OFFSET PLATES 
Replica Products Corp., 154 Nassau 


St., New York 38, N. Y., announces that 
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it has been appointed sole distributor of 
Hubex aluminum direct image offset 
plates made especially for Multilith and 
Davidson Presses in England by J. J. 
Huber Ltd. and imported exclusively by 
Replica. These British plates disappeared 
from the American market due to short- 
ages and priorities during World War 
II but are again available in unlim- 
ited supply. The plates reproduce sharp 
and clean, are excellent for artwork 
and will give extremely long runs. They 
may be handled with the greatest ease. 
An exclusive process makes them non- 
oxidizing so that they may be stored 
for several years without deterioration. 


PAGE-END GAUGE ON PLATEN 


Shipman-Ward Mfg. Co., 325 N. Wells 
St., Chicago 10, Ill., announces that an 
exclusive feature has been added to 
B. F. Goodrich typewriter rollers which 
offers busy typists relief from common 
end-of-the-page problems. Now standard 
equipment on Goodrich rollers, the Page 
End-Ieator tells the typist exactly how 


many typing lines are left on the page 
and continues to tell her until the end 
of the page is reached. Red and green 
figures printed on a bright yellow strip 
at the end of the platen insure easy vis- 
ibility. The Page End-Icator, created by 
Shipman-Ward Mfg. Co., exclusive na- 
tional distributors for B. F. Goodrich 
platens, is calibrated for use with stand- 
ard letter size or legal size pages. 
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Seera - 
Type 


* by e 
WORDEN ot 


HOLLAND, MICHIGAN 


No. 242ST 42"' x 32" 
Patent No. 2133807 


230% MORE WORK- 


ING SPACE 
THAN OTHER DESKS OF 
SIMILAR SIZE, BECAUSE 
THEY’RE ENGINEERED 
FOR EFFICIENCY!! 


WORDEN 
HOLLAND mich 








The 


WORDEN Company 


260 E. 17th ST. @ HOLLAND, MICHIGAN 























WO WASTE WORDS ... 


a) 
Snappasy- 
One-Time 
Carbon-Interleaved 


BUSINESS 
FORMS 
For SPEED... 


ACCURACY.. 
ECONOMY 


in office and factory record-keeping activity. 


* 
TAILOR-MADE .. . to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 

Fold-over Statement Forms. 


© 
Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a | Snapsasg” 


SOLD THROUGH DEALERS 
For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


DEPT. 0, GAVRIA PRESS BLOG 


New Rochelle «¢ New York 





Dishonesty Losses 


(Continued from page 69) 


say in the minority—who consider them- 
selves honest and actually do not think 
they will ever be dishonest. But, let 
them have domestic trouble, sickness or 
become involved with gambling or wo- 
men, and then expose them to a loose 
system of internal audit or to a good 
system which has sprung a leak, and 
they have an open invitation to steal, or, 
as they feel, “borrow,” their employers’ 
funds. In my opinion, management is 
largely responsible for the casualties in 
this second group. It is necessary to 
protect these employees from themselves 
by keeping temptation out of their way. 
Practically all large dishonesty losses are 
caused by persons who were never found 
guilty of prior dishonest acts. Oceasion- 
ally we have repeaters, but these are 
very much the exception rather than the 
rule. Strange to say, the two repeaters 
that I have run across in large insurance 
losses have both been auditors, probably 
because they were smarter than other 
groups. 

Directly or indirectly, correctly or in- 
correctly, you may receive some of the 
blame for permitting a large dishonesty 
loss to occur. It therefore behooves you 
to do everything in your power to close 
all loopholes in your system of internal 
control. 


Is proper authority obtained for the 
purchase and sale of securities? Is 
proper control set up over “in” and 
“out” securities? A large life insurance 
company in the south sustained a loss 
of $74,000 partly through the treasurer 
embezzling proceeds of bonds which were 
sold on the market, and partly through 
pledging as collaterial for personal loans, 
certificates of stock of the insurance com- 
pany which he held as trustee for the 
company. He was holding them as trus- 
tee for the company so that they could be 
sold to the insured’s employees. To 
hypothecate the certificates, he simply 
erased the word “trustee” after his name, 
and the rest was easy. Another employee 
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Look! It REINFORCES and 
Punches Loose Leaf Sheets 


IN ONE STROKE! 


No more torn, pulled out loose 
leaf sheets! No more slow, costly 
hand application of reinforcing de- 
vices! is handy new office machine 
reinforces sheets automatically apetes 
tough acetate tape as it punches holes, 


Or — reinforcing tape 
to holes already punched 


holes already punched. Just press lever 
and the tape is on, firmly affixed. Pages 
won't tear or pull loose. Loose leaf books 
and ledgers are kept neat and tidy. 
You'll wonder how you ever got along 
without the amazing TARGET Reinforce 
ing Punch! Mail coupon or write today 
for full information and low price. 


all in one stroke. Or it applies tape to 


FREE! Descriptive Folder Showing Actual Reinforcement 


Pes ess ee SS SSS SS SSF SSS SSeS sy 


APPLAUD SALES CO., DEPT. OM-II 
98 PARK PLACE, NEW YORK 7, N. Y. 


Please send me free folder showing how the 
handy TARGET Reinforcing Punch applies 
tough acetate tape reinforcement as it punches 
holes, or to holes already punched, with sample 
application. Also low prices of 2-hole and 3-hole 
models, 








: Firm Name 
Free folder shows both models: 3-hole 
for 3-ring binders, 82” outside cen- 
ters; 2-hole for 2-post, 234” center 
te center. 


Address State. 
i'rrTrpgrererirtrirtirtrtrttititrttete eee sy 





ONLY 7 REX- (ROTAR HAS 


COMPLETELY AUTOMATIC 


Get the fa 
cts on the 
met fenell duplicators = 
€ uction of the revo} 
new ROTARY D-279° oot mlonary 
Pee ~_—e = the mimeograph 
duplicator provided sili ——- 
contre AUTOMATIC IN 
geeduce’s that can be pre set - 
x : pm medium or dark oon, 
aheone! S when ink supply ig 
COMPLETE 
LEAK ELIMINATION 
= ING INK and messy ink 
P 
recitation GAESS PRECISION in 
PRiceR ogmatic fed, ty ™ 
VE You’ 
AS 50% Y AS MUCH 





Electric Multi-Color 


STENCIL 
DUPLICATOR 


DEALERS! 
available fc me territories st 
distributors” %@!ifled and aggressive 


re mee mee —_— 
Rex-Rotary Distributing Corp. 19 W. 31 5t., New York 1, MY. 
Let me hove more information about the new Rex-Rotory D270 duplicator ond 4 


ca 
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“DEALER'S CHOICE” 


[ 
BUILDING BUSINESS 


GRAYTONE MODELS 


WITH DIRECT SUBTRACTION 


MODEL B192E 


Electric Printing Calculator 
9-Column Totals up to 9,999,999,99 


MODEL B192 


Hand-Operated Printing Calculator 
9-Column Totals up to 9,999,999.99 





Some territories now 
eas AS! open for exclusive as- 
SALES signment. If interested in 
AGENCY securing an exclusive 
PLAN! and profitable agency, 
write for full information. 














BARRETT ADDING MACHINE DIVISION 


Lanston Monotype Machine Company 
24th and Locust Sts., Philadelphia 3, Pa., U.S.A. 





of a large company having access to 
securities, covered up a loss of $85,000 
by substituting fictitious mortgages for 
good ones, 

Are you maintaining proper control 
over receipts on hand and not deposited ? 
The cashier of a large insurance com- 
pany stole $150,000 over a period of 16 
years. The loss was discovered only 
when the principal died suddenly from 
a heart attack. He was the hard-work- 
ing type who never took a vacation. The 
entire amount embezzled was taken in 
eurrency. The principal had charge of 
petty cash, out of which he would cash 
accommodation checks for employees. If 
he cashed a total of $325 of such accom- 
modation checks, he was expected to 
make a requisition for a check in the 
amount of $325 to replenish his petty 
eash. This check would be drawn on the 
bank (general account), and he was sup- 
posed to cash it and at the same time 
deposit the accommodation checks in the 
same bank account. Instead, he made his 





% ADJUSTO-SWING fits most desks, wood or 
metal. Easily attached. 

%& Adjustable to proper height. 

% Converts flat top to Steno desks. 

%& insures your machines against tipping over. 


Adjusto-Swing Office Machine Stands Co. 
509 Shelby S#. Detrolt 26, Mich. 
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requisition for $1,325 replenishment and 
cashed the check, deposited the $325 
accommodation checks, restored the $325 
to petty cash, and stole the extra $1,000. 
His petty cash fund was kept in bal- 
ance, but the bank account was short 
$1,000. At the end of every month he 
had to find some means of concealing his 
accumulated shortage. This he did 
by falsely overstating the amount of re- 
ceipts on hand and not deposited, which 
he purported to carry over to the suc- 
ceeding month. 

His chief means of concealment lay 
in the fact that several times during each 
month it was the practice to transfer 
large sums from the premium accounts 
in banks all over the country, to the 
general account. He could not divert 
these transfers, but he used them for 
concealment. He used the system of 


faking the amount of receipts on hand 
and not deposited which he purported to 
carry over and deposit in the succeeding 
month. The bank reconcilements at 
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PAYCHECK ‘‘Outlook”’ ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck ‘'Outlook'’ Envelopes are absolutely 
opaque; essential when wages are paid by check. 
Nothing shows but the employee's name. This im- 

te ge personnel relations. 

end us check you now use and we will submit 
sample Paycheck ‘Outlook'’ Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
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Led by architects and office planners the 
trend is to Office Valet wardrobe equip- 
ment. By keeping wraps dry, aired and 
open to germ killing light this modern steel 
equipment helps prevent spread of epi- 
demics and resulting absenteeism. Keeps 
wraps “in press,” helps employee morale, 
saves floor space, fits in anywhere, ends 
locker room evils. 

Widely advertised in general business, in- 
stitutional and trade magazines, this line 
offers an almost unlimited opportunity for 
profitable sales to offices, factories, schools 
and institutions. 


WRITE FOR BULLETIN OV-10 


VOGEL - PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ii! 








| the most advanced 


Machine 
Postin g 


Equipment 











IS NOW A REALITY! 


Simplicity, economy and efficiency make 


Alpa posting equipment the most advanced. 


Alpa trays hold sheets in the ideal position 
without the expense or inconvenience 

of tabs (tabbing and offsetting can be 
used if desired). Sheets cannot slip. 

Each tray safely holds 750 sheets plus 
guides. Simple release mechanism enables 
the operator to open and close tray 

with minimum effort. 


Alpa stands 
are adjustable 
in height, 
revolve for best 
working position, 

cannot tip over. 

Alpa guides are 

made of strong, 

light plastic to 

resist bending or 

breaking. Alpa mobile 
cabinets can be 

effortiessly wheeled about 
while firmly holding 6 or 9 
full trays. Write for illus- 
trated literature and 
compare Alpa machine 
posting equipment's design, 
price and efficiency 

with any other. 

Dealer inquiries 

invited. 


_~_- 


Manufactured by 


Ay G Pastic Ads SL 


262 Portobello Road, London. W. 11, 

U. S. Distributor: 
Douglas Du Lac, 45 Prospect Place, New York 17 
While we specialize in making equipment to cus- 
tomer’s individual specifications, standard sizes 
are always available. Delivery within 4-6 weeks 
from receipt of order. 


England 


144 


amounts of 
being always 
and reaching as 


receipts not deposited, 
|}more than $100,000 
|high as $200,000. After the principal’s 
|death, the normal amount of such cash 
on hand was $5,000 to $8,000. The loss 
| was permitted to remain undiscovered by 
several weaknesses in the system: 

In connection with bank reconcile- 
ments the principal was not required to 
‘itemize his receipts not deposited, but a 
|memorandum from him of the aggregate 
}amount he was carrying was always ac- 
cepted without questioning. Duplicate 
deposit slips did not bear the stamp of 
the bank. The amount which he pur- 
portedly held in receipts not deposited, 
although equalling in total amount the 
amount of deposits subsequently made, 
was not composed of the same individual 
items. 

Are your physical assets thoroughly 
checked at intervals? This is taken 
for granted, but I have a strange ae- 
count of a loss sustained by an in- 
vestment banking concern. The presi- 
dent had fraudulently withdrawn 
over $200,000 of securities from the 
portfolio. The loss was discovered as 
the result of a routine questioning by a 
new stockholder at the annual stock- 
holders’ meeting. This naive person, 
after reports of the company’s activities, 
asked to see the stocks and bonds re- 
ferred to in the financial statement. The 
defaulter said “For twelve years no one 
has asked the question. The securities 
are not in the bank; I do not have them.” 


PLANNED BUSINESS FORMS 


LITHOSTRIP 
LITHOSET 
“LITHOFOLD 

The American Litheteld 


| WRITE FOR FREEs 
FOLOER that telis® ° Bs Bittner st st. babs: 


how you can cut§ St. Louis 15. 
OFFICES iN PRINCIPAL 
CITIES 


rons showed excessive 








Continuous, marginal punched © 
forms with carbon interleaving. . 





Handy, individual form sets : 
with one-time carbon inter- § 
aving. . 








Continuous fanfold forms, fully ® 
or gartety carbon inter- © 
eave 





forms - handling costs . 
| 33% and more! 


| : SSeeeeeeeeeeeeeeaeaacen 
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Are you receiving all income from in- | 
vestments? This defalcation does not) 
have to be concealed and may extend over | 
many years without detection. My} 
“favorite embezzler,” treasurer of a} 
small mutual fire insurance company, | 
caused his concern a loss of over $25,- 
000 by withholding investment income. 
He was my favorite embezzler because of 
the manner in which he operated. He 
drew a normal salary, but he did not 
feel it was enough to take care of his 
wife and two children. He early de- 
cided that to live decently and properly 
educate his children, he needed an in- 
come of $4,500 a year. He was receiv- | 
ing $2,500 a year. Consequently he stole 5) 
the difference between $2,500 and $4,- 7077B 
500 to maintain his standard of living. : - 
He was an excellent employee and be- : For Pencil and 
cause of his industriousness had_ his 
salary increased to $3,000 per year;| Rigi Carbon Paper 
consequently he cut down on his stealing | 9 g# k 
and simply stole the difference between ; Mar Ss. 
$3,000 and $4,500. Subsequently, he : 
was raised to $3,500 and again to $4,000. } The 
Each time he cut down his stealing so as 
to steal only the actual difference be- COLUMBUS 1492 
tween his salary and $4,500. Finally he 
made the grade and was earning $4,500 pencil and wood- 
annually. When he was finally increased encased Eraserstik 
to a salary in excess of $4,500 he began 7099 and 70998 
to pay back his employer. However, (with brush) now 
the loss was discovered through routine has 2 new members 
questioning by the president, before he .. . . EraserStik 
had completely reimbursed his company. 7077 and 70778- 
He had whittled down his shortage to 
$3,000. The unique feature of this story 


All-American 
office team of 


vu.s.a.7077 B 


the new, bette’ 
way to erase lead 
pencil and carbon 
paper marks. In- 
sist on original 


) EraserStik. Accept 
4 STOCK 3 no Sains 
DAE: SIZES : 


CHAIR MATS 4 Order from your 
OF CHAIR MATS Fi} Dealer today 
V4” Temp. Masonite ‘ 
No. 1—36 x 48 
No. 2——48 x 48 


See AW JFABER-CASTELL 


Fob. CHAIRMASTER ag 
72 Park Place, Passaic, N. J. PENCIL COMPANY. INC NEWARK N 
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The answer to 
low-cost, trouble-free 


duplicating 
the HECTOGRAPHIA AF-51 
LIQUID PROCESS DUPLICATOR 


plus tax 


AF 51 answers your demand for a low cost dupli- 
cator that does a big job . . . because AF 5] is 
consumer pre-tested for absolute foolproof opera- 
tion... AF 51 does not require service calls. 


WRITE TODAY for the new Hectographia **Cata- 
log 52° with the entire family of Hectographia 
duplicators and duplicating supplies. 


HECTOGRAPHIA CORPORATION 
110 West 17 St., New York 11 








Over 
A MILLION 
Cramer CHARS 
ARE IN SERVICE 


Cramer 
POSiORL CHAR CO tne 
1205 Cheriton 





APEX VAAN) FORMS 


1952 W-2 FORMS 


Lowest prices consistent with 
finest quality 


NEW Federal & State approved 5-part W-2 FORMS 


with FORM 105 N. Y. State IBM Card. 


4-part or 5-part 1952 W-2's combined with approved 
Ss 


TATE or CITY FORM. 


approveo 1953 W-2 FORMS 
NOW AVAILABLE 


NCR Forms for payroll machine use. 
DIVIDEND REPORT 1099, 2-3-4-5 part sets. 


N. Y. State Record of Employment (Termination 


Notice) 
Window Envelopes for all our forms 
ALL READY FOR IMMEDIATE DELIVERY! 


Place orders now for prompt attention 


Apex Business SYSTEMS 


540 PEARL STREET NEW YORK N. Y. BEEKMAN 3 


MACHINES 


(THE RECALL KEY 
THE AUTOMATIC 
MULTIPLICATION 


PRECISA DISTRIBUTORS INC. PO BUX 1557 SALT LAKE 
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is that he was able to manipulate in- 
come from investments over a period of 
35 years without detection. 

Are collections properly accounted 
for? Are serially numbered receipts in 
duplicate or triplicate used for all cash 
payments? We recently paid an $8,000 
loss caused by a cashier of a_ branch 
office. She perpetrated her stealings over 
a period of 34 months. In this case the 
insured had neither serially numbered 
receipts nor a cash book for reeording 
cash deposits. In another case of the 
same kind we paid a loss on the cashier 
of a branch office who was required to 
use serially numbered receipts in tripli- 
cate. In this case the loss was discoyered 
within 342 months and amounted only to 
$1,500. Does your system of reporting 
collections prevent a kiting operation be- 
ing continued over a long period of 
time ? 

The manager of a branch office of a 
large company attended his first conven- 
tion. A few drinks, a girl did a strip- 
tease on a drum and he was off to the 
races. His first night out in 15 years 
yas spent with his little stripteaser and 
he so enjoyed the experience that he 
continued the relationship. Her mother 
in California became sick so he paid-the 
girl’s fare and doctor bills, ete. He 
finally woke up in jail with a shortage 
in his accounts of $45,000 and a thor- 
oughly wrecked home. He stated he pre- 
vented the loss from being discovered 
by substituting checks for cash and de- 
positing these checks immediately and 
not putting through the detailed cash on 
‘ash receipts. In such a manner it was 
possible to use checks as cash and it 
would not show unless an analysis were 
made of the deposit ticket and the de- 
tailed cash report. For instance, the last 
check received from Broker X was for 
$10,000 which was in payment on the 
October account. Instead of crediting the 
October account, this money was used to 
pay the September account. Conse- 
quently, he was at times a month behind 
in the payment of this broker’s account. 
They were on a 60-day basis with this 
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of Cash Control 
and Recording 
Over-The-Counter 
Sales! 


? 


CASH REGISTER 


Here is the ideal Autographic CASH REGISTER for 
any business that does cash or over-the-counter mer- 
chandising. 


Every sale or payment on account recorded quickly 
and accurately, Sales figures by commodities or 
departments kept easily. Paper roll on which entries 
are recorded moves automatically upon pulling the 
hand lever, the Cash Drawer glides open and a 
warning gong sounds. All records and figures 
available at end of the day for checking. 


DEALERS: Add the INDIANA to your line—you'll 
find it profitable. Write. 


IVEY 


SHELBYVILLE, 


CASH 


DRAWER CO. 
INDIANA 














autocopy | 
Duplicator Fluid 


For brighter, clearer copies 
—longer runs! Instant drying 
prevents offsetting. Non-in- 
jurious to machines. Practic- 
ally odorless. Available in 
| gal. cans or 54 gal. drums. 
Dealers write for complete 
catalog! 


AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Ill. 
18 West 18 Street, New York 11, N. Y. 








MARVEL 
MAIL OPENER 
$31.50 Delivered 


Three times as fast as by hand. Opens all sizes 
of envelopes up to 1|2"' long. |-year free service. 


Order today or write for information. 


ACTIVE MAILING MACHINE CO. 
537 S. Dearborn St., Chicago 5, Ill. 








RIBBON & 
CARBON 
MANUFACTUR- 
ING EQUIPMENT 


Floor type modern 


' motorized two color 
ribbon inker in the 
_ inking position. 


F. SIMONYE 
Mt, Airy & 
Harbourton Rd. 
Lambertville, N. J. 
U. S. A. 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Catalo 
TTT aa er 
|. A. DEHN, JR. 


The Pioneer Adding Machine Parts Man 
ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 








office, but in the way it was handled it 
would show that he cleared them to a 90- 
day period only. 

Are duplicate deposit slips required to 
be stamped by the bank? A_ principal 
who is delaying his deposits or kiting 
his collections is greatly aided in his 
manipulation if he is not required to 
have the bank’s stamp on duplicate de- 
posit slips. It is a simple matter to pre- 
pare a fictitious deposit slip showing in- 
correct dates and listings. In the ease 
cited above, the shortage would have 
been detected if the branch office auditors 
or the home office had checked the list- 
ings on legitimate duplicate deposit slips 
against the recorded receipts. If you ever 
see a $1,000 check listed on a deposit 
slip and that slip purports to cover a 
number of small items from different 
sources, check that day’s receipts. 

I would like to emphasize the import- 
anee of employing competent people as 
branch office auditors. They should pay 
particular attention to verification of 
outstanding accounts. We recently paid 
a $65,000 loss because a branch office 
auditor did not maintain control over 
verification letters after they had been 
prepared. A trial balance was run off, 
the outstanding accounts were proved 
and the verification letters were pre- 
pared. At this point the defaulter ob- 
tained access to the letters and withdrew 
the ones covering his fictitious accounts. 

Can premium payments on life insur- 
ance policies be manipulated? One of 
the top women insurance agents in the 
U. S. created a $32,000 shortage by a 
simple manipulation. She accepted lump 
sum payments on policies from clients, 
pocketed the money and then re-issued 
an annual policy on the company, keep- 
ing up the annual payments herself. Of 
course, this loss could only have been 
maintained and increased over a period 
of two years because the principal was 
an excellent saleswoman and continued 
to make sufficient sales to carry on her 
operations. 


Can dummy names be carried on your 
payroll without detection? We recently 
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OQ: How Can You Lower Paper 


4 


GUARANTEED to produce quicker and 
more accurate results than any 
other collating aid on the market. 


SHOWN: Two 6-section DU Racks at 


$14.00 ea. 7 other Models, $11.00 
to $25.00. 





See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 


HandlingCosts? 


As: Use fvans 
GATHERING RACKS 


3,500 sheets an hour collated by one 
worker! Assemble inter-office communica- 
tions, sort papers, or collate bulletin 
pages twice as fast, and at half the cost. 


Worker sits or stands, collating without 
fatigue. Racks are all aluminum, with 
each section holding 500 sheets at in- 
clined angle. Use racks singly, or two or 
more together for large gatherings. Racks 
collapse for setting aside. 








THE EASY way 
TO DESTROY 
OLD PAPERS 


The New "Silver Executive" Paper Shredder destroys 
confidential papers, obsolete records completely 
. +» quickly! Machine is typewriter-size, neat, com- 
pact and portable—safe and easy to operate. 
Shreds paper into !/,” strips . . . makes wonderful 


packing material. 


Write today for complete details and 10-DAY 


FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET 
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And On The Left 
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Users of 
multiple forms steadily in- 
crease . . . with practically 
every business house being 


a prospect! 


And practically 
every printer and business- 
forms manufacturer would 
find our One-Time Carbon 
Paper prices interesting . . . 
and our speed of delivery 


exceptional. 


Why not get all the 
facts .. . it might be quite 


profitable to you! 


Geonorval Othees & Plant 


U. S. TYPEWRITER RIBBON MFG. CO. 


621-623 CHERRY STREET 
PHILA. 6, PENNA 
Established 1 


paid a loss of $9,800 because a depart- 
ment head added a fictitious person to his 
payroll. Semi-monthly checks were deliv- 
ered to the department head for dis- 
tribution to all employees and the de- 
partment head simply held out the check 
drawn to the fictitious person, fraudu- 
lently endorsed it and cashed it at a local 
bank. The operation remained undiscov- 
ered for a year. 

Are expense accounts carefully 
checked? We recently participated in a 
loss of $16,000 due to manipulation of 
expense accounts. The expense accounts 
were inflated in that the principal pre- 
pared accounts for longer trips than he 
actually made and for some trips which 
were not even started. The difficulty with 
handling this type of claim is that fre- 
quently the principal claims that he had 
to report his expenses in that way for 
approval at home office, that the money 
was not used for himself but was used 
in the company’s business in some other 
manner. A word of caution is necessary 





THE OFFICE MACHINE 
STAND YOU CAN'T TIP OVER! 


—- 


4 
Mai. | 
nnn ei se nitianoar ni. iasttastoeciaah 


Tusco Stands are adjustable for uneven 
floors, they won't vibrate, won't tip over. 
Made for all electric typewriters and 
most business machines, Tusco Stands safe- 
guard your machines against expensive 
repairs, give more operator comfort. 


Write for folders Today! 








TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue Detroit 8, Michigan 
Established 1921 
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so that no employees are encouraged to 
make expense accounts which do not 
accurately state the purpose of the ex- 
pense. No employee should ever be en- 
couraged to use expense funds in any 
manner other than that stated in the 
expense account. 

The largest and most outstanding ex- 
ample of the mis-use of expense funds 
was that of a president and treasurer 
of a now defunct company. Claim was 
made for loss of $116,000 caused by the 
two officers in question. They were 
alleged to have used the funds of the 
company and simply cleared the entries 
by marking the accounts Expense of Ad- 
justing Claims, Salaries, Home Office 
Travel and other expense. For the most 
part, none of the withdrawals were sup- 
ported by vouchers or other evidence. In 
some cases the vouchers were false. It is 
undoubtedly true that the two principals 
used certain expense money legitimately 
but a large part of the withdrawals were 
traced to private personal accounts of 
the two men. Here again we have the 
difficulty of distinguishing between legit- 
imate expense and expenses which were 
not used in the company’s business. The 
fact that no vouchers were necessary in 
connection with each withdrawal made 
the operation easy. No matter how im- 
portant the position of the official, 
vouchers should be used. 

Are accounts receivable under proper 
control not only in the branch office but 
also in the various departments of the 
home office? A loss of approximately 
$80,000 was caused by the head of an 
insurance underwriting department of a 
large casualty company. The principal 
had a habit of sending out return pre- 
miums on various risks written in his 
department. He would give the controller 
a list of the items of return premiums 
and ask that the checks be turned over 
to him for delivery with a letter. The 
checks, of course, were never sent out but 
were forged as to the name of the en- 
dorser and deposited in the account of 
the principal. This is another case in 
which alertness on the part of a respon- 
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@ BooKKEEPING , 
@ CALCULATING 4 
+ ACCOUNTING 


rented, fepaired | or re- 
conditioned. Write for 
current prices. 


321) BROADWAY « NEW YORK? W.Y 
WO 4-1240° cable: Hodgmach 


STEEL PERSONAL FILE 


File No. 442 is made of 
heavy steel to last for 
years. Equipped with 
key and strong lock that 
stays closed. Gray ham- 
merloid finish. Inside are 
letter-size folders, alpha- 
betical, monthly and 
blank. Individually 
boxed, 6 to carton. 

Get at dealers or write 
for prices and discounts. 


AMBERG FILE & INDEX CO. 
1601 Duane Bivd., Kankakee, III. 


nce. 
CORP. Since 1927 





PRINT-O-MATICS "PERFECT PAIR" 


WORLD'S FINEST 
FULL-SIZED 
DUPLICATOR 
ender 560.00 


MODEL 4-A 


PaO WAC 


Fast—Accurate—Efficient 


IMPRESS 
Handles Post-Card to legal Size 


“Twin-Pakt’’ 
STENCILS 


Chicago 54, Illinois 


Write for Complete Catalog of Du- 
plicating Equipment and Supplies 


PRINT-O-MATIC CO., INC. - Merchandise Mart - 





3 
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t 


LONGER LIFE 


FOR FILE FOLDERS! 


with Dennioow Reinforced Tab Labels 


Dennison Reinforced File Folder 
Tab Labels do three important jobs: 


. Reinforce new folder tabs as you 
label them. 

. Make worn folder tabs as good as 
new. Save money! 

. Give any tab long-lasting triple - 
strength for extra wear and tear. 


EASY TO USE! Fit all 4 cut folders 
... Available in 8 colors for subject 
classification ... Ready to use in easy- 
to-type, perforated strips ... No 
ridges to catch on papers. 





Sturdy gummed backing strip gives folder tabs 
triple-ply strength for extra wear 


Order a supply from your stationer today. 


For free samples, write Dennisen, Dept. TO, Framingham, Mass. 
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sible employee brought the loss to light. 

A requirement should be imposed 
whereby all checks when signed must be 
mailed out by the cashier and under no 
circumstances turned over to an em- 
ployee of another department for de- 
livery. If a letter is to accompany the 
check, that letter may be sent to the 
eashier for mailing when the check has 
been drawn. Personal delivery of checks 
is not good general practice and any re- 
currence should be a cause for suspicion. 

Another claim adjuster had authority 
to issue checks up to $250. He made 
checks payable to fictitious persons, but 
they were all in connection with actual 
automobile policies. He always picked 
a policyholder who had had no aeci- 
dents so that in each case reported to 
the company there would be no question 
about loss frequency. In this case the 
office was inspected every six or nine 
months by a supervisor from the home 
office but only as to procedure. He never 
examined nor spot checked any files to 
verify the authenticity of the claim. The 
loss was discovered when the defaulter 
mistakenly described an insured’s auto- 
When the 


loss 


mobile in his report. 
folder reached the regional office it was 
rechecked against the company records 
and sent back to the claim adjuster to 


ask if the owner had two ears. The de- 
faulter was sick and a memorandum was 
put on his desk. It so happened the 
production manager, who was a personal 
friend of the car owner, was going 
through the defaulter’s desk looking for 
mail and saw the note. He thought he 
would help out his insured friend and 
called to ask about the accident. “What 
accident? I had none,” and the jig 
was up. 

In this case the defaulter faked acei- 
dent reports and the signature of the 
owner as well as copy of the police re- 
port and witnesses. All checks were 
cashed at liquor stores, night clubs and 
clothing stores, and the defaulter’s name 
never appeared as endorser. 

Another life insurance company sus- 
tained a loss of $85,000 through an audi- 
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Prints on Postcards - 
Shipping Tags - Labels 


Boxes ¢ Cartons ¢ Packages 
ALSO FORMS, BULLETINS, MENUS, LETTERS 


ULTISTAME. 


y STENCIL DUPLICATOR | 
Manufactured orly by the Multistamp Co., is, Va. 
THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 
@A “rubdberless” stamp in one minute for 2c 
@ Type, write, draw, trace on low-cost stencil 
@ 1000 or more copies from 1 stencil 
@ Non-mechanical . 


.. one inking 
. . made of non-corrosive metal 
@ Replaceable ink pads 

© 8 Complete Outfits . . . $9.50 to $99.50 


MUTS Panay 


POPULAR No. 3—POSTCARD AND LARGE TAG SIZE 
Durable case includes 12 stencils, $] 950 


ink, ink brush, stylus pen, writing 
board, type cleaner, correction 1.0.0, factory 
COMPLETE 


varnish, illustrated instructions. 
At Your Office or Shipping Room Supply Dealer 





beauti-rite DRY Type Cleaner 


Specially designed for type- 
writer type and other office 
machines. Makes letters, car- 
bon copies, and stencils 
strikingly clear and sharp. 
Immaculately clean to use. 
Retails for $I. 


Distributors Wanted 


A. Jj. WEBER, Org. 
Box 2692, Lakewood , ge ® 














Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 








AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


CARBON COMPANY 
e SKOKIE, ILL. 





tor involving a complicated system of 
re-opening death claims that had been 
paid in full, and marking them for pay- 
ment in instalments to fictitious bene- 
ficiaries at fictitious addresses. 

One corrective for the death-type 
benefit claim is to have two persons 
from an insurance company okay the 
fact of death. This may be the agent 
and one other, and the one other should 
be different each time. Also, insistence 
upon receipt of a clipping from a news- 
paper is a good loss preventive. Pecu- 
liarly enough, a genuine clipping from a 
newspaper is diffieult to forge in a way 
to make it look genuine. 

Investigate and know your employees. 
You are responsible for your personnel. 
Know their background and mode of 
living, domestie life and friends. Create 
an atmosphere of interest and confidence 
so that employees will feel free at all 
times to discuss their problems with you. 
I actually know of cases where a salary 
increase or loan at the proper time 
would have prevented a defaleation and 
saved one or more broken lives. 

Knowledge of the mode of living of 
a young man on the west coast may have 
prevented his erack-up. He had been 
with his employer approximately seven 
or eight years and was earning $8,000 
to $10,000 annually. The loss extended 
over a period of six or seven months 
and the money was all lost on slow 
horses on California tracks. He became 
desperate and took $3,000 cash and went 
to a gambling house in Las Vegas for 
one last try at recoupment. He rolled 
and won $6,000. He let it all ride and 
won $12,000. He figured he was on his 
way to success and asked the manager 
to permit him to roll for $24,000. He 
received permission and, as was to be 
expected, he lost. Possibly this young 
man may never have found himself in 
this fix if he had had proper counseling. 
Possibly some of you readers could 
even have helped him repay his loss by 
telling him when to “drag.” 

The principal causes of dishonesty 
losses are gambling, wine, women, ex- 
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OFFICE 
MACHINES 


DRY CLEAN 


Nylon 
Bristles 


Plastic 
Handles 


Use STENO-KIT 


@ Typemaster Type Brush 
© Handimaster Dusting Brush 
@ Stenomaster Eraser (with brush) 


Call your stationer or write Dept. O 








Brurhmakers, Tuc. 


529 So. 7th St. * Minneapolis 15, Minn. 


The PARALINER is a new device for rul- 
ing forms. It has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance step by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particuloers 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 
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SIGNALS 
AND MAPTACKS 


are in Greater Demand than ever 


CELLUGRAF 
NU-VISE 


NU-VIZ 
MAPTACKS 


MILITARY SERVICES 
DEFENSE INDUSTRIES 

CIVIL PROTECTION 
FIRE, POLICE, HEALTH DEPARTMENTS 


George B. Graff Co., Cambridge 40, Mass. 


for use in 











POINTS IN YOUR FAVOR 
WHEN YOU BUY BOSTON 
Among the many benefits you receive 
in Bestons are durability, speed, preci- 


sion and economy. You can't buy bet- 
ter than a Boston! 


C. HOWARD HUNT PEN CO., Camden 1, WN. J. 


Also Manufacturers of Speedball 
Pens and Products . . . HUNT PENS 


Backed by a Full Year's Guarantee 
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‘T O such spotless folk, dirt’s no 
joke. Nor are carbon smudges and mistakes 
in handwriting and typewriting, made worse by 
messy erasing. That’s why, every day in a big, 
big way, the Dutch go for neatest of all erasers 
—Weldon Roberts— for their spotless-clean 
results, their super-quality rubber, their con- 
venient shapes. You can achieve neatest, 
cleanest erasing results NOW. Ask your sta- 
tioner for Weldon Roberts Erasers in styles to 
suit your own particular erasing needs. 


WELDON ROBERTS RUBBER CO. 
6th Ave. & No. 13th St., Newark 7, N. J. 
World's Foremost Eraser Specialists 


399 TRI-PLY —The orig- 
inal, superior, 3-layer 
eraser for typists. Two 
outer plies of red pencil- 
rubber, for smooth, clean 
erasures on originals and 
carbon copies, center ply 
of soft gray ink-eraser for 
a single letter or a com- 


sities a 











26 pamaanasoceeconens 


- Sans- EEEEEEEFFFGGGHHHHIIII 

Serif |!JsKKLLLLMMMMNNNNN 

Displ NOQCOOCOOPPPPQQRRRR 

@ ISPIQY ing SSSSSSTTTTTT UUUUV 
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Moore Key CONTR in. ee. ae 
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$5.00 | manannnannncocccccce 
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SANE | austewesnenenn san 








Key Cabinets, Filing Cabinet Trays, 
Desk Drawer Inserts, Key Panels | | WITH 


for Every Size Including Tags, Re- 
ceipts, Index Cards, Key Envelopes, FOTO-FONTS 
etc, Lowest priced offset type service of its kind. All 


For Information write: fonts complete—sizes 18 to 72 pt. 40-page 8x!0 in. 
book contains over 10,000 characters. Sample page 


above shows 30 pt. extra bold. Perfect alignment 
P. Oo. MOORE INC. made easy. Sharp, clean images. Satisfaction 
302 Fourth Ave. New York 10, N.Y. guaranteed. 


A. A. ARCHBOLD, Publisher 
1209-E S. Lake St. -Los Angeles 6, Calif. 
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travagant living, family difficulties, ete. 
Llowever, one sociologist who has made 


a study of the problem states embezzel- | 
ments usually start when a man cannot | 


talk over his financial difficulties with 
anyone when he gets into trouble— 
usually because he is ashamed of it. 

All officers and employees should be 
required to take a vacation. 
ful embezzler cannot afford to take a 
vacation or even get sick. For that mat- 
ter, he cannot afford to die. 

Never take anything for granted. 
The internal system of control breaks 
down if persons administering it do it in 
a mechanical or routine manner. Any- 
thing unusual must be questioned, par- 
ticularly unusual loss ratios or a vol- 
ume for any classification which is out 
of line with previous years. Beware of 
the person who voluntarily assumes to 
take care of part of another employee’s 
duties or operations. 


Your responsibility does not end with 
devising the best possible system of in- 
ternal controls and audits. After you 
have done everything possible to prevent 
loss, then you must examine the insur- 
ance carried by your company to deter- 
mine its adequacy in the event of a 
breakdown in your system. Is your in- 
surance broad enough to cover all losses? 
Is it large enough in amount for your 
needs? If you earry employee bonds 
you have to be concerned about carrying 
them in adequate amounts. Many yard- 
sticks have been used to measure mini- 
mum amounts of coverage. One that 
has been applied to insurance companies 
is a bond amount equal to $2,000 for 
cach Class A employee. 


I hope I have emphasized the im- | 


portance of the responsibility placed 
upon you to protect your company 
against losses due to dishonesty. 


responsibility is a serious one. At the 


same time it can bring much pleasure | 
and satisfaction in knowing that you | 
have achieved the best possible security | 
for your company.—From an address | 
before the 1952 conference of the In- | 
surance Accounting & Statistical Assn. | 
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A suecess- | 


WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Usnaperrial 


ASK YOUR DEALER 
imperial 


DESK CO. 
Evansville, Indiana 











COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 


Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it, When you 
step on the ladder the rub- 
ber cushioned legs rest on 

floor and prevent rolling. 
Made in 7 heights—2_ widths. 
Send for Circular 52-0 and 


ices. 
1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, til. 








MULTIPOST POSTAGE 
STAMP AFFIXER 
$35. Plus Fed. 


Tax $2.10 
Automatically affixes 
stamps to envelopes from 
rolls of 500, Fully guaran- 
teed—i year free service. 
Order today or write for 

information 


ACTIVE MAILING 
MACHINE CO. 
537 S. Dearborn St. 
Chicago 5, til. 











Your | 


PROBLEMS 








3 PHONE ‘sowve 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 

65  maonge J -_ 


Room 
New York 16 
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Edmund L. Grimes, 
executive vice pres- 
ident, controller and 
director of Com- 
mercial Credit Co., 
Baltimore, was 
elected president of 
Controllers Insti- 
tute at the 21st an- 
nual meeting last 
month in Detroit. 
Mr. Grimes _ suc- 
ceeds Charles Z. Meyer, vice president 
and controller, First National Bank of 
Chicago, who was elected chairman of 
the board, Ten regional vice presidents 


Edmund L. Grimes 


' were chosen for the coming year: Robert 
> N. Wallis, assistant treasurer, Dennison 


Mfg. Co., Framingham, Mass.; Arthur L. 


' Boschen, controller, Vick Chemical Co., 
/New York; Humphrey Lloyd, vice presi- 


(dent, Washington Properties, Inc., Wash- 


ington, D. C.; Harold A. Ketchum, con- 
troller, Fasco Industries, Inc., Rochester; 
Laurence D. Luey, assistant treasurer, 
Southern Natural Gas Co., Birmingham; 
John R. Sanderlin, treasurer, Brown-For- 
man Distillers Corp., Louisville; Lester 
M. LaPorte, vice president and con- 
troller, Wisconsin Electric Power Co., 
Milwaukee; Dee Davis, secretary and 
treasurer, California Co., New Orleans; 
Dudley E. Browne, controller, Lockheed 
Aircraft Corp., Burbank; James B. Fen- 
ner, vice president and controller, Elec- 
tric Auto-Lite Co., Toledo. Louis W. 
Jaeger, secretary-treasurer, Avon Prod- 
ucts, Inc., New York, was reelected treas- 
urer, and Stuart W. McLaughlin, con- 
troller, West Virginia Pulp & Paper Co., 
was named assistant treasurer. 
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OMAC Seminar and Show 


The 14th annual office management 
seminar and business show of the Office 
Management Assn. of Chicago will be 
held at the Conrad Hilton Hotel, March 
2-5, 1953. The seminar is co-sponsored 
by Northwestern University. Details 
from OMAC at 105 W. Madison St., Chi- 


9 
. 


cago < 


SAM Research Director 


Edward W. Jochim, president, Society 
for Advancement of Management, an- 
nounced that Vincent A. Flynn has been 
appointed research director in the na- 
tional office of the society. Mr. Flynn 
is supervisor of industrial engineering, 
Central Engineering Div., Sylvania Elec- 
tric Products Corp., New York. He also 
teaches mathematics at New York Uni- 
versity. 


Management Development 


American Management Assn. this 
month begins a series of orientation 
seminars on management development 
covering the four basic steps: estimate 
and inventory, control review by top 
management, individual or counseling in- 
terview with the executive appraised, 
and application of specific management 
development techniques. A booklet de- 
scribing the course can be had from 
AMA at 330 West 42nd St., New York 36. 


Correspondence Course 


National Office Management Assn. an- 
nounced the opening of a Correspondence 
School in Office Management. The home 
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GREAT NAMES 
FOR SPARKLING 
PERFORMANCE 


Completely new! Entirely different! . . . and little Wonder. 
M & V technicians asked thousands of users around thé nation 
“What features do you want in carbon papers?” 


The result? A revolutionary carbon paper concept . . . papers as 
exciting to work with as they are lovely to look at. 
Slip-proof Miracle Tone curl-less back; amazing smudge re- 


sistance; clean edge, cut corner convenience; deep-down multiple 
copy ability; super durability; the ultimate in copy perfection. 


SEND FOR FREE SAMPLES! 


a 


MITTAG & VOLGER, INC. 


Park Ridge, New Jersey 
Fine Carbon Papers and inked Ribbons 
NEW YORK 7, N. Y. BOSTON 10, MASS. CHICAGO 6, ILL 
261 Breedwoy 75 High Street 558 W. Washington $ 


KANSAS CITY 6, MO. SAN FRANCISCO 5, CALIF. LOS ANGELES 13, CALIF. 
1013 Grond 591 Mission Street 406 Se. Main St. 


poccc cere re ee ee ee 
MITTAG & VOLGER, INC. Park Ridge, New Jersey 

| I want proof! Rush samples immediately. 

| eee ____Regular [1] Noiseless 1] Electric FJ 
! typewriter and usually make ___ copies. 

; Name____ 

' 


Address__ 
City 





CHECK YOUR RISING CLERICAL 
COSTS BY MAKING 


DIRECT COPIES WITH OZALID! 


NO RETYPING! 
NO PROOFREADING! 
NO COSTLY “HUMAN ERRORS”! 


That’s How the Amazing Desk-Top 
OZAMATIC is Cutting the Cost 
of Paperwork for Thousands of 
Progressive Businesses! 








Here’s How OZALID is Cutting Accounting Costs! 


A Life Insurance Company speeds up the issuance of new 
policies as much as 50% with Ozalid! 


An Auto Manufacturer saves 64 minutes time by using 
Ozalid to prepare frequently issued accounting reports! 


A Drug Chain uses Ozalid to maintain up-to-the-minute 
inventories! 


A Hospital uses Ozalid to make new patients’ records 
immediately available for insurance purposes and the 
receptionist! 

An Accident Insurance Company saves 58% by submitting 
Ozalid copies of hand-written workmen's compensation 
reports to 47 state insurance departments! 


A Huge Department Store earns special discounts by using 
Ozalid to pay bills the same day merchandise is received! 








cos... ue OZ ALID 
COSTS... . SSE 


Any girl in your office can learn 
to use the OZAMATIC in five 
minutes. 

This streamlined desk-top ma- 
chine makes positive, ready-to-use 
Ozalid copies up to 16 inches 
wide. The first copy is finished in 
seconds — clean, dry, and ready-to- 
use—or you can have up to 1,000 
letter-size copies in an hour, at 
less than 114¢ each. 

The Ozalid process requires no 
stencils, no inks, no darkroom. It 
makes direct, high-quality copies 
of anything typed, written, drawn 
or printed on ordinary translucent 
paper. Opaque originals require a 
speedy intermediate step. Larger 
Ozalid machines handle wider 
copies, and have greater capacity. 

Write for full details, or look 
for Ozalid under the Duplicating 
Equipment and Supplies listing 
in your phone book. 


Johnson City, N. Y. A Division of General Aniline & Film Corp. “From Research to Reality” 
Ozalid in Canada — Hughes Owens Co., Ltd., Montreal 
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study program is designed for office 
executives who find it difficult to include 
time for formal office management train- 
ing in their work schedules. There are 
two courses in office management, one 
for executives, the other for junior execu- 
tives. Other courses, notably one to help 
the office executive move into the top 
management level, will be added later. 
Licensed by the State of Pennsylvania, 
the school is open to both members and 
non-members of NOMA in any part of 
the world. A 12-page booklet outlining 
full details concerning the correspond- 
ence courses program will be sent to 
anyone upon request to NOMA at 1382 
West Chelten Ave., Philadelphia 44, 


Records Seminar 


An administration seminar for records 
consultants, file supervisors, executive 
and research secretaries will be held 
Nov. 17-21 at the LaSalle Hotel, Chicago, 
sponsored by Record Controls, Ine. In 
addition to lectures and round table dis- 
cussions covering scientific principles un- 


derlying all records administration, there 
will be opportunity for group discussions, 
field trips and analyses of registrants, 
individual records problems, The agenda, 
according to Bertha Weeks, director, will 
cover control of records, personnel, sur- 
veys and analyses of file departments, 
retention and inventories of old records, 
equipment and supplies. One day will 
be devoted to each topic. Details from 
Record Controls, Inc., 209 S. LaSalle St., 
Chicago 4. 


NOMA Area Conference 

A discussion of National Office Man 
agement Assn, affairs by J. B. Andrews, 
NOMA international president, a panel 
discussion of work simplification tech 
niques and six coneurrent group discus 
sions on office management topics were 
among the features of the Area I Con 
ference held in Hartford, Conn., last 
month. Under the general chairmanship 
of Palmer L. Dickinson, Aetna Life In 
surance Co., the conference was themed$ 
‘‘New England Meets Today’s Office 
Problems, ’’ 


A speaker addressing one of the sessions at the 29th annual conference of Life Office Man- 
agement Assn. in Atlantic City. 
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NEV-R-KURL 


CARBON PAPER 
FOR UNIVERSAL USE 





This multi-purpose carbon paper is not 
limited exclusively to use in typewriters. 


oth be used equally well in billing or 


er electrical and mechanical office 
machines, wherever clear, sharp, completely 
Jegible copies are required. 


ppAves MONEY—each sheet lasts longer, 
makes more copies, 
costs less in the long 
run. 


‘CONVENIENT —removes necessity for 
special carbon for each 
separate purpose. 

CLEAN —because it won't 
smudge, tree, curl or 
wrinkle and is corner 
cut, girls can work 
faster, turn out more 
work, 


Enthusiasm for our product prompts us to 
want to prove what we say. Write for free 
samples today. Discover for yourself a new 
avenue to increased sales and profits. 


PHILLIPS 


PROCESS CO INC 


STREE 








York Business Exhibit 


The 4th biennial business equipment 
exhibit will be held by the York Chapter 
of National Office Management Assn. at 
the Valencia Ballroom, York, Pa., Nov. 
11-13 All exhibit space was sold out 
three weeks after the first announcement 
late in August. 


CPS Course 


A course in business theory for secre- 
taries to prepare experienced secretaries 
to take the Certified Professional Secre- 
tary examination sponsored by the Na- 
tional Secretaries Assn. is being given at 
the University of Minnesota. Developed 
by Naomi Peterson, assistant professor 
of secretarial training in the university’s 
school of business administration, it is 
taught through the general extension di- 
vision. The evening class began Sept. 2 
with 42 enrolled. According to Dean 
Richard L. Kozelka, a similar course is 
planned for the fall of 1953 to precede 
the CPS examination. 


State Minimum Wage Laws 


Massachusetts is the second state to 
set a statutory minimum wage rate of 
75 cents an hour, equaling the national 
rate under the Fair Labor Standards 
Act. The first state was Connecticut 
which passed its act last year. 


Unbreakable spring Jaws 
clamp them firmly to cards but 
permit removal or rearrangement. 


Large openings covered by trans- 
parent pyroxylin, white, blue, green, yellow, pink, or red. 


Insertabie labels in perforated strips for typing. 
2 Sizes, 1” wide and 2’. gti ye tegen 


Seld & en am, U. 8. and foreign, or sent 
ppd. to firms on 30 days’ trial. Price list free. 


Samples (5 or less) 2 cents each. 
12,500 used by Hobart Bros. Co., Troy, Ohio. 
CHAS.C. SMITH CO. Mfr., Box 744, EXETER, NEB. 
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Forms Control 


(Continued from page 88) 


ing costly items of special manufacture 
wherever possible. Consolidation of the 
municipal court forms has resulted in 
a central stock of hundreds of legal 
forms, formerly specially printed for 
each of the 15 different courts. In a 
like manner, rather exhaustive studies 
were made of the time-keeping forms 
used throughout the county, and a tre- 
mendous reduction was made whereby 
the bulk of the forms are now standard, 
are purchased in quantity and are car- 
ried in stock in the stationery warehouse. 

Constant vigilance must be maintained 
over the quality of paper stock specified 
and method of printing, since the requi- 
sitioner many times attempts to upgrade 
the paper, i.e., specify a rag bond where 
a sulphite bond has been satisfactory. 
Since many county reeords are micro- 
filmed after five years, there is no pur- 
pose in investing in higher priced paper 
stock in those eases for the short 5-year 
filing period. However, it may and does 
oceur that a form of fairly short life 
will receive such rough usage that speci- 
fication of a rag bond is advisable. It 
also happens that a requisitioner will 


VARIGRAPH 
LETTERING INSTRUMENT 


- VOGUE } 


Now anyone can do perfect hand-lettering to fit 
any job. Varigraph letters more than 500 sizes 
and shapes from each of 113 type style templets. 
Write today. No obligation. Dept. 66 


VARiGRAPH CO., INC. wiconin 
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15% to 20% more copies per 12-or. tube 
Clean, sharp work on mimeo bond 
Fast drying — no smear, no offset 


Black and colors with minimum 
penetrotion 


Won't pack on distributor bor 
Won't drip from silk screen 
Won't harm stencils or silk screens 


Won't harden on waver rolls or bakelite 
cylinders 


@ Special adapter head on tube fits 
Gestetner ink pump 


@ Washes off hands with soop and water 


Write for name of 
neorest dealer 


INK SPECIALTIES CO., INC. 


523 N. HALSTED ST., CHICAGO 22, ILL. 
IN CANADA 
Carbon Paper Service Bureau 
177 King St., West Toronto, Canada 














IPE CLEANING MADE EASIER 


machine operators wont 
*Norto Plastic Type Cleoner 
—it's easy to vse—no mess 

— no liquids to spill 

*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon request write to 
NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York 1, N. Y. 


——— NOW... YOu CAN MAKE —— 


DRY Photo COPIES 


of anything typed, written, printed or drawn 
IN YOUR OWN OFFICE 


with EXACT-PHOTE-COPY 


DRY PROCESS MACHINE 
Speedy © Easy © Economical . . 
Prices start at $80.00 


Write for literature on our 
dry and wet process machines. 


GENERAL PHOTO PRODUCTS CO.., Inc. 
CHATHAM, NEW JERSEY 


| specify pen ruling just because 








EX P ORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We guar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service. 


Richard Gibian 


128 LAFAYETTE ened 


NEW YORK 13, 
Cables: “ERGIBIAN.’ Patios: Vizoter 2-6580 





| work is work simplification. 








CASH REGISTER 


A ine wee) ee BESS Ger OF Veele 


International Cash Register Parts Co. 





“it was 
always that way before,” and when a 
printed rule job would adequately serve 


| the purpose. It should be noted that 
| proper forms standardization cannot be 


accomplished without constant consid- 
eration being given to the end use of the 


| form and without adequate teeth for the 
| enforcement of the final decisions of the 


forms control agency. 





The Other 85% 


(Continued from page 80) 


because the present 15% mechanization 
does not really show the greater number 
of employees who would be required 
without mechanization. We definitely 
know that some mechanized procedures 
require 25% less personnel than com- 
parable manual procedures. By such 
logie it is evident that mechanization will 
considerably reduce manual workload. 
One of the best known and most suecess- 
ful approaches to reduction of clerical 
As taught 
today in graduate courses in many uni- 
versities, it can be a tremendous help to 
a supervisor or department head in 
spreading the gospel of the correct ap- 
plication of work simplification. Un- 
fortunately, work simplification will not 
get the desired results if it is not prop- 
erly taught or applied. It is a method 
where employee participation is the 
dominant factor and where charting and 


| measuring are the tools for determining 


workload productivity and efficiency. 
Like any other scientific approach it 
must have management’s blessing and 
cooperation, and supervisors entrusted 
with this program must have sufficient 
time to lecture and actively help in the 
training, charting and providing expert 
knowledge for improvements in routines 
and procedures. 

The reason our non-mechanized opera- 
tions are not as efficient as our mecha- 
nized operations can be traced to the in- 
ability to measure the workload. We 
may have comparative figures on a post- 
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New 
MOST ® 


No more bruised shim 
New WB ‘Styline’’ St 
increase employees’ e 


In addition to providél s worker satisfaction 
they add beauty to x... offices. Sturdy 
and sway-proof, they offer features found 
only in the most expensive stands 


Tubular legs can't snag. Easily shifts to legs. casters 
No bars to bruise shins. Piano hinges and drop arms, 


Top Representatives Wanted for Southern Areas! 


106 N. JEFFERSON AVENUE ¢ CHICAGO 6, ILLINOIS 


Model MS-150 Model MS-250 








FOR PEAK PERFORMANCE 
IN BUSINESS MACHINES 


Thorough dependability, efficient operation and long 
life are motor qualities you know to be essential for top 
performance in business machines. Thirty-seven years’ 
motor building experience has made these qualities 
standard in Lamb Electric Motors. 

The Lamb Electric Company ¢ Kent, Ohio 


In Canada: Lamb Electric— Division of Sangamo Company Ltd.—Leaside, Ontario 


Lomb Elect 


rractionat Horsepower MOTORS 




















HART 


SPIRIT PROCESS 


PRINTER 


for POSTCARDS, TAGS and 
LABELS 


NO INK, NO TYPE, 
NO STENCILS, NO GELATIN. 


AUTOMATIC FEED. 
FRONT STOP REGISTRATION. 
RUN CARDS OR PAPER UP TO 
4” x 6". 
Your Dealer Has 
it or Write: 


HART 


mimeographs 
LIST 


and supplies 
$99 95 
} HART MANUFACTURING CO 


Complete with 
Supply Kit. 


ST. PAUL 4, MINN 








ing machine operator sending out 1200 
statements a day, and we may have com- 
parative figures of a key punch operator 
punching so many holes an hour, but we 
lack this comparative measuring tool 
when it comes to the preparation of a 
stencil or the filing of letters into a 
geographic file, or the posting of sup- 
plies to inventory cards. 

Salesmen, motivated by their com- 
pensation on office machine sales, made 
the effort to educate the office supervisor 
in the advantages of their equipment 
and the results following its use. While 
the sale was their primary purpose, it 
could not be aecomplished without a 
saving of their customer’s employees’ 
time. In this case we have the unusual 
condition where a_ salesman’s efforts 
bring reductions of costs to the pur- 
chaser; a condition not prevailing in our 
general office procedure where supplies 
and equipment play a minor part. We 
do not want to underestimate the tre- 
mendous service rendered by salesmen 
selling continuous and other time-saving 

















eee 


“Are you sure you have no record of his 
appointment with me today?” 
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Calculate with your left band. 
Write with your right. 








than five people — 


WITH FACIT! 


With Facit — the world-famous Swedish, 
fully automatic calculator — you can cal- 
culate 5 to 10 times faster than by ordinary 
methods. Anyone can calculate anything, 
thanks to Facit’s simplified easy-to-learn 
10-key system. Touch-operate with the 
left hand, and check with the right. A 
Facit very soon pays for itself because it’s 
the least expensive machine in its class, 
Save money and energy — calculate with 
a Facit. 


° 
AKTIEBOLAGET ATVIDABERGS _ INDUSTRIER 


CALCULATOR moor IN sweden 





World’s most exported calculator 


FACIT INC., 500 FIFTH AVE., NEW YORK 36, N. Y. 


Tue Orrice—November, 1952 


167 











¢-THRU 


the Quality Line of @ 
STURDY, TRANSPARENT ~ 
PLASTIC ~e 
RULERS e@ TRIANGLES 
T-SQUARES 
PROTRACTORS and 
OTHER RULING, 
DRAWING and 
COMPUTING DEVICES 
Write for Free Catalog 


C-THRU RULER CO. 


Hartford, Conn., U.S. A. 








Only genuine 


B. F. GOODRICH 
TYPEWRITER ROLLERS 


have the exclusive new 


PAGE END-ICATOR 


Tells your typists exactly how 
many typing lines are left on 
each page! No run-offs! No 
re-types! No time wasted! 


Your local typewriter dealer has 
the B.F. GOODRICH roller with 
PAGE END-ICATOR. Call him 
today! 











Nationally distributed by 


SHIPMAN-WARD MFG. CO. 


325 N. WELLS ST. * CHICAGO 10, ILL. 
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3 mdvements — 


| consecutivé, duplicate, 
| repeat. Tripli 





Clear-cut figures. “ 
Write for catalog E 


1 ees 


& COMPANY, INCORPORATED 

















SHIPPED 
FROM STOCK 


A metal cabinet map file—with 
locking doors. 112 tilting tubes. 
Easy to file and find maps, 
tracings to 60”. 





PATENT NO 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main’ Tulsa 3, Okla. 
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torms who, in their endeavor to sell their 
products, show us the means of re- 
ducing clerical labor. Still, all these mo- 
tivated efforts of outsiders to reduce our 


costs have accomplished only a simplifi- | 


cation of some procedures and do not 


effect the selection, training and morale 


of our employees. 


It is our job to look more towards | 


the areas where we do not receive any 
assistance and where we really have to 
apply ourselves to accomplish and in- 
crease employee productivity. This in- 
crease of productivity can come about 
only by more and better trained super- 


visors, who must be selected for their | 
ability to teach, produce, and get along | 
with the employees under their super- | 
The supervisor represents man- | 
agement to his immediate charges. His | 
selection can promote or retard produc- | 


vision. 


tivity, depending on his qualifications. 


In all these approaches there is a | 
definite requirement that the proper sys- | 


tems and procedures are applied to foster 
streamlined operation. 


ments, together with good working con- 


ditions and equipment, to get low operat- | 
Where low operating costs | 
prevail, there is also high employee job | 
It is less costly | 
to consider the employee and his job | 


ing costs. 
satisfaction and morale. 


than to try to force production without 
cooperation. 





“S$LIP-ON”’ LABEL HOLDER 





$O-1! For I"' Ring Books, 25c ea. 

$O-2 For 2"' Ring Books, 35c ea. 

SO-I% For 1%" Ring Books, 30c ea. 
OFFICE PRODUCTS, INC. 


9925 Freeland, Detroit 27, Mich. 
On Stationery Counters Everywhere 


THe Orrice—November, 1952 


Modern manage- | 
ment must apply all these prineiples of | 
better supervision, work simplification, | 
greater mechanization, accurate selec- | 
tion of employees, proper job assign- | 


You can make your office quieter 
and more efficient by placing 
Kil-Klatter pads under all of your 
typewriters. Your typists will 
make fewer mistakes, and office 
efficiency will go up as Kil-Klatter 
pads absorb the shock and deaden 
the noise of typing. 


® Made from genuine long-life 
OZITE felt. 


@ Dent-proof and skid-proof. 


© Fits all typewriters and other 
office machines too. 


$125 
at your stationer or office supply dealer 


AMERICAN HAIR & FELT CO. 


Dept. 7211, Merchandise Mart, Chicago 54, lil. 


KH-KLATTER 


eee 
THE SCIENTIFIC TYPEWRITER PAD 











Industry 





Heads Adder Sales to Dealers 


oR H. A. Hicks, vice- 
president and gen- 
eral sales manager, 
Dealer Sales Divi- 
sion, temington 
Rand Ine, an 
nounced the = ap- 
pointment of Lee 
Snow as sales man- 
ager, adding ma- 
chines-cash registers 
for the Dealer Sales 
Mr. began his career 
with Remington Rand as account repre- 
sentative in the former Adding, Book- 
keeping, Calculating Machines Division 
in 1947. He later promoted to 
agency specialist for adding-caleulating 
machines and then to dealer adding ma- 
chine specialist. With the formation of 
the Dealer Sales Division in 1949 he was 
assigned as assistant sales manager for 
adding machines, 


Lee Snow 


Division. Snow 


was 


Everlast Pen Appoints Brown 


Paul M. Wal- 
dinger, president, 
Everlast Pen Corp., 
announced the ap- 
pointment of R. 
+ Gene Brown as vice 
president and na- 
tional direc- 
tor. Mr. Brown, for- 
merly with Poly- 
chrome Corp., is 
initially engaged in 
securing exclusive stationery distributor- 
ships for Everlast in key U. 8S. mar- 
kets, in line with the company’s pro- 
gram for an expanded national sales 
organization. 


sales 


R. Gene Brown 
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Monroe to Appoint Dealers 


Like the washing (= 
machine, refrigera- 
tor, typewriter, the 
figuring machine is 
now a commodity, 
according to Wil- 
liam G. Zaenglein, 
president, Monroe 
Caleulating Machine 
Co. So after 40 
years of _ selling 
adding, calculating 
and accounting machines’ exclusively 
through its own salesmen, Monroe will 
make available to office machine dealers 
a line of adding and calculating ma- 
chines. Explained the Monroe president, 
‘*Where once even the simplest kind of 
figuring machine ealled for, specialty 
selling, aimed at making a person aware 
that he needed such a machine, we at 
Monroe are convinced that certain mod- 
els of adding and calculating machines 
are now business commodities. They 
have become regularly accepted tools of 
business.’’ Pointing out that dealers 
have become an increasingly important 
factor in the office equipment field, Mr. 
Zaenglein stated that the sale of figuring 
machines through dealers has been a 
marked trend for some time throughout 
the industry. ‘‘We feel that by selling 
a line of machines through dealers, we 
will be better able to keep pace with 
the increasing demand for the product,’’ 
he explained. Heading Monroe’s new 
dealer sales division will be Sam S&S. 
Smith, author of numerous articles on 
management and selling, and speaker at 
many conventions of the office equip- 
ment industry. First identified with the 
industry in 1939 when he became a sales- 


Sam S. Smith 
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IT PAYS TO CHECK \. 


In light of the many new developments in Reproduction Methods 
a review of your present process of producing multiple copies 
should be made now. 


It costs you nothing to get our impartial opinion of the efficiency 
of your present forms and methods. 


HEKTOGRAPH e@ WHITE PRINTERS 


(Spirit-Gelatin) (Photo copies) 


MULTILITH ° INTERLEAVED 


OFFSET. CARBON FORMS 
IMPARTIAL SURVEY BY EXPERIENCED METHODS MEN 


Please accept our Methods and Systems Service without obligation 
Just call or write to us. 


Get our Quotation and Delivery on 
your next Requisition for Printing. 


ry Printing Compa 
ON ST., NEW YOR 
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Reduce Noise, Increase Efficiency with VICTOR’S Exclusive 


VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or fuil 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


Revolutionary Design 
Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 

Available in both 10-key and full key- 
board models, Victor Customs cut operating 


CUSTOM 
ADDING 


MACHINE 


Reduces Noise 54%* 
costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


*Based on scientifically controlled tests, 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World's Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


INVEST IN 


Name 





MGI 


Company Name 





34 YEARS OF TRE 





QUALITY RECOGNITION 
THE WORLD OVER 


State 





Victor Adding Machine Co., Chicago 18, Ill., Dept. OM-1152 


Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 


Sm me eat ee re Se re es me me me me ee me 
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man for the Victor Adding Machine Co., 
he soon progressed to the post of regional 
sales manager. For the past seven years 
he has been sales manager for adding 
machines in Remington Rand’s dealer 


Dealers, manufacturers and suppliers from all 

parts of the country attended the annual con- 

vention of National Business Forms Associates 

at Virginia Beach. At left: Norman L. Hanna, 

Philip Hano Co., presents the Hanna Golf 

Trophy to Robert Utley, Key Business Systems, 
Greensboro, N. C. 


Under his direction, Mon- 
roe plans to establish dealer connections 
in all sections of the country while the 
company’s 230 sales offices will continue 
to sell a complete line of adding and cal- 
culating machines. 


NOFA 1953 Convention 


The 7th annual convention of National 
Oftice Furniture Assn. will be held at the 


sales division. 


General offices ir the new building of American Writing Paper Corp. at 10 Eagle-A Ave., 


Holyoke, Mass. 


The new headquarters are sound conditioned and fluorescent lighted, and 


include a spacious recreation area. 
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ON RECORD POSTING 
WITHOUT MACHINES! 


Punched cards pay off with E-Z Sort. 
Organizations throughout the country, 
are profiting by this extremely simple, 
low-cost method. For production con- 
trol, inventory, sales, payroll, credits, 
research, etc. E-Z Sort is fast and 
accurate, Only tool is a simple hand 
rod. System is easily handled by any- 


i one, at desk in office or plant. Our 


_ nearest office will gladly demonstrate; 
or write us for details. 





Eo RECs EA PcoaCau aa DD 
ptlel? J: tlelt *hele sll 


E-Z SORT | 


SYSTEMS, LTD. 


45 Second Street 
Dept. 112 
San Francisco 5, California 


ar BEnNNUL UNUDUDUBLRUp aE 
ery ah etcetera CaF at at atetatetatatatat 


A few valuable territories open 
to qualified Systems Engineers. 
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Hotel Statler, Cleveland, April 26-29, 
1953. The annual exhibit will be held 
in the city’s Public Auditorium. A 
brochure containing all exhibit data with 
floor plan and prices of booths can be 
had from John R, Gray, 175 Fifth Ave., 
New York 10. 


Audograph Sales Manager 

Walter E. Dit- 
mars, president, 
Gray Mfg. Co., 
makers of Audo- 
graph dictation and 
transcribing equip- 
ment, announced a 
division of sales 
responsibilities for 
the 64-year-old 
Hartford, Conn., 
concern due to in- 
creased sales and expansion of their 
product line. John B. Haggin has been 
appointed assistant general sales man- 
ager to handle all Audograph products in- 
eluding Audograph Soundwriter, Phon- 
Audograph telephone dictation system for 
multiple users, and accessories. Overseas 
sales are handled for Gray by Westrex, 
Inc. Mr. Haggin will maintain his of- 
fices at the New York City office of 
Gray. Mr. Ditmars also announced ap- 
pointment of Harry W. Stewart as sales 
manager in charge of all other Gray 
products. 


John B. Haggin 


Battye-Franklin Expands 


The printing and manufacturing oper- 
ations of Battye-Franklin Corp., hitherto 
housed in separate premises, have been 
consolidated into new, enlarged and cen- 
tralized quartérs at 416 West Grant 
Place, Chicago. Battye-Franklin Corp. 
are manufacturers of Zip-A-Part carbon 
interleaved forms and other business 
forms. 


Electronic Publication 


Edmund C. Berkeley & Associates, 36 
West 11th St., New York 11, announced 
publication of a quarterly titled, ‘‘The 
Computing Machinery Field,’’ devoted to 
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To make your work look better... 





Make You look better... Always use 


ONGHORN 


CARBON and 
RIBBONS 


You'll get praises from the bogs— 
you'll look sharp, be sharp— 
when you use Longhorn Carbons 
and Ribbons. They give your 
work that extra sharp, extra clean 
neat appearance that wins friends 
and influences raises! 

Longhorn Carbon is made in the 
exact weight and finish to suit 
your style... Longhorn Ribbons 
have six degrees of inking—one 
of them just right for your touch. 


Boost your work and boost yourself——ask 
your office manager to buy Longhorn 
Carbon and Ribbons for your office! 


Have You Sent for 


Your Copy of 

WHAT'S YOUR BRAND? fs 

pen thr eh ong MCO 
somely ae little 


booklet giving unusual 


facts about famous AMERICAN CARBON 


Southwestern cattle 
brands. We'd be pleased 


& to mail you a copy at PAPER MFG. of @ 









your request. 


ADDRESSING MACHINES 


STENCILS - Parts - Supplies 


AMERICAN ADDRESSING MACHINE CORP. 


510-518 SIXTH AVE. NEW YORK 11,N.-Y 








ALL PURE COMMERCIAL 


WAXES 


CARNAUBA © OURICURY © BEESWAX 
Sole Agents 
GENUINE 


*RIEBECK BRAND 
MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Frenklia St., New York 13, N. Y. 
* Reg. U.S, Pat. Of. 











SPECIAL MACHINES 
for the manufacture of 
CARBON PAPERS 
TYPEWRITER RIBBONS 
DRY STENCILS 
& 

HAIDA ENGINEERING CO. 


34-11 Vernon Boulevard 
Long Island City 6, New York 








Newberry Serine Co. 


STREET - BIRMINGHAM 5, ALABAMA 


ti 





electronic computing devices. Subscrip- 
tion is $3.50 a year. Details from above 
address. 


Allen Typewriter Manager 


Byron Gaar has joined R. C. Allen 
Business Machines, Inc., as sales mana- 
ger of the typewriter division. Mr. Gaar 
began selling Woodstock Typewriters in 
1919 and was district manager from 1921 
to 1938 when he opened the Louisville 
Typewriter Co. in Kentucky. 


Victor Research Laboratory 


Osear Sundstrand, 
who gained early 
fame as an adding 
machine inventor, 
has been appointed 
to direct research 
and development 
activites for a new 
laboratory of Vie- 
tor Adding Machine 
Co. in West Hart- 
ford, Conn. In mak- 
ing the announcement, A. C. Buehler, 
Victor president, said, ‘‘I consider Mr. 


Oscar Sundstrand 


Sundstrand one of the great men of our 
industry. His vast experience and tre- 
mendous capacity for mechanical know- 
how will be utilized to their fullest in 
product improvement and new machine 
development.’’ Mr. Sundstrand, a_pio- 
neer inventor in the industry, has de- 
voted nearly 40 years to business ma- 
chine invention and development. He 
estimates he designed and developed up- 
wards of 100 different models of business 
machines. Many of the ideas and fea- 
tures for which he obtained the original 
patents are still in use in present day 
figuring machines. The research labora- 
tory is in addition to the research de- 
partment in Victor’s Chicago factory 
under direction of Thomas Mehan. The 
new laboratory is part of Victor’s 
$2,000,000 expansion program that in- 
cludes a 3-story plant addition to more 
than double the Chicago manufacturing 
area. 


Tue Orrice—November, 1952 





Clary Promotes Klein 


Joseph M. Klein, director of sales train- 
ing and promotion for Clary Multiplier 
Corp., has been promoted to assistant to 
president Hugh L. Clary. In the newly 
created post Mr. Klein will carry out 
executive decisions of the president’s of 
fice and will coordinate activities of the 
distribution division: dealer sales, branch 
operations, export, training, research, 
service and advertising. He has been 
with the company four years, three as 
manager of the Phoenix branch. 


Movie on Papermaking 

‘‘The Paper Made for You’’ is the 
title of the new Gilbert Paper Co. 
black-and-white sound motion picture 
film on the making and use of business 
papers. The film itself ties in the major 
manufacturing operations of papermak- 
ing directly with the user benefits so 
the viewer will not only get a compre- 
hensive idea of how paper is made but 
will also be able to relate what is done 


The NEW 


Feather Touch» Light Weight 


TYPEWRITER 


@ FAST TO OPERATE 

@ QUIET TYPING 

@® HANDY CONTROLS 

@ BEAUTIFUL IN DESIGN 


Compare Olympia and you will 
be convinced! Here is a machine 
designed and built to give last- 
ing service and satisfaction for 
years to come. Its feather touch 
and smooth efficient operation 
prohibits operator fatigue 

while its clear sharp type assures 
letters 


of clean,. good 


even when typed at the highest 


looking 


styles 
speed. For guaranteed satisfac- 


tion make your choice Olympia 


finish. Precision-built for heavy 


T. M. Gilbert, vice presi ent in charge of 
sales, Gilbert Paper Co., with actor Barry 
Hopkins. 


at the mill in terms of his own 
For example, in the tub-size, air-dry 
operation not only is the actual mill 
process shown but the camera takes you 
to the printer’s plant and to the ultimate 
consumer’s office to dramatize the rea- 
sons why this important manufacturing 
operation is performed. The film runs 
approximately 23 minutes and was pro- 
duced by Wilding Pictures, Ine. It is 
being distributed nationally through the 


usage. 


MADE IN 
WESTERN 


GERMANY 


DEALERSHIPS 
UNION: 16: 


Make 6 to 12 readable carbon copies on this full key- 
board machine with its 88 characters in choice of 3 type 
Beautifully 


black or 
duty typing. Write for 


designed in cloret olive 


illustrated literature today 


INTER-CONTINENTAL TRADING CORP. 90 west st... N.Y. 6,.N. ¥. 
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9t pays to repeat 


$4750 List 


plus tax 


Guaranteed One Year 
Cheap - Efficient - Accurate 


e DUPLICATORS 
e SUPPLIES 
e ACCESSORIES | 


Write for details and dealer discounts 


POST -O-GRAF 
MANUFACTURING COMPANY 
20 Garfield St. Wilkes-Barre, Pa. 





Substantially Reduces 


NOISE 
of Keyboard Graphotypes 


hig & ee 


SOUNTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your raphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 

















“Saue /ime with 


yp (te- Line . 


bj 


THE MODERN COPYHOLDER 
RITE-LINE CORP. ah hy 9 i w. 


RITE-LINE copyvuoitpber 


178 


MANY LETTERS REACH US EVERY DAY 
from our business friends, proving that Buromarkt 
office equipment magazine is internationally recog: 
nized. If you are interested in the European market 
you can be informed twice a month about all new 
developments in Office Machinery, Office Devices, 
Office Furniture, Office Supplies and the complete 
range of Commercial Stationery by the news and 
trade journal 


BUROMARKT International Journal of Office Equip- 
ment reaching 10,000 dealers and managers in all 
countries of Europe with the monthly supplement: 
Das Rationelle Buro, (The Efficient Office). 


Information from: Atlantic Service Agency, P.O. 
Box 415, Flushing, N. Y. INdependence 3-6815. 


Sample copies from: 
VERLAG PETER BASTEN, 
AACHEN, GERMANY 
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27 offices of Modern Talking Picture 
Service and is available free for show- 
ing to printing firms and other business 
organizations, civic clubs, craftsman’s 
groups, municipal organizations, luncheon 
clubs, school groups, church groups, ete. 
A 2-color, 16-page booklet on papermak- 
ing is also available without charge for 
distribution to the film audiences. To 
secure a loan of the film write to the 
Gilbert Paper Co., Menasha, Wis. 


W. R. Browne Advances 


The appointment 
ee Rh 
Browne as assistant 
advertising mana- 
ger for Remington 
Rand Ine. was an- 
nounced by S. H. 
Ensinger, vice pres- 
ident and mana- 
ger, advertising and 
public relations. Mr. 
Browne has_ been 
sales promotion manager for the Dealer 
Sales Division since 1949. He joined 
Remington Rand as an account manager 
in the advertising department in 1945 
where he made an outstanding record in 
the preparation and production of na- 
tional advertising, direct mail literature 
and advertising aids. 


W. R. Browne 


R. C. Allen Sales Manager 


W. H: Duetting has been promoted to 
sales manager of R. C. Allen Business 
Machines, Ine. He has served as sales- 
man, branch manager in Grand Rapids, 
and manager of the cash register di- 
vision. 


Royal Southern Portable Rep 


D. H. Coleman has taken over the 
duties of southern portable representa- 
tive for Royal Typewriter Co., it was an- 
nounced by W. H. Beckwith, portable 
sales manager. Mr. Coleman’s territory 
includes South Carolina, Florida, Geor- 
gia, Alabama and parts of Mississippi. 
A resident of Panama City, Fla., before 
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Dealerships 
yell to] -)(-Miclait 


COLUMBIA 
GLYCO-MASTER 


VAPORIZER 


The finest machine 

of its kind for the 
prevention of colds and 
upper respiratory diseases. 


The sneezing season is here! This fall and 


| winter will bring colds, flu, strep, etc. to 


countless workers in offices, stores and shops 
throughout the country. 


Columbia Chemical offers a proven method 


| of prevention to these costly infections—a 
| method so effective it is being used by the 


U. S. Navy*. It consists of the Glyco-Master 
—a compact, economically operated vapor- 
izer using Glyco-Cide (tests have proved it 
better than 90%, effective against certain air- 
borne viruses and bacteria). 


Helps office managers and shop keepers save 
thousands of dollars by reducing absenteeism 
among workers. 


Write to- 

day for com- 

plete informa- 

tion about this 

excellent sales op- 
portunity. 


* Information 
on request 


COLUMBIA CHEMICAL CO., Inc. 


154 E. Erie Street 


Dept.O Chicago !I, Ill. 
"Columbia—The Gem Of The Glycol Vaporizers" 
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this appointment, Mr. Coleman was 
deputy commissioner and was slated to 
run for mayor there when he joined 
Royal. Formerly manager for a 
large office supply house in Panama City, 
Mr. Coleman’s selling experience will 
stand good stead in assisting 
Royal portable retailers in his territory. 
He will be headquartered at 342 Peach- 
tree St., N.E., Atlanta, Ga. 


sales 


him in 


Luis de Olazarra Co. 


Luis de Olazarra has entered business 
for himself and is operating the 
Olazarra Co., 9 South 
cago 6, exporters of typewriters and 
office They will act as excelu- 
sive distributors for Ames Supply Co. in 
foreign handle 
machines in the 


Luis de 
Clinton St., Chi- 


machines, 


and will also 


office 


countries, 

typewriters and 

domestic market. 

Directs Thermo-Fax Sales 
Appointment of E. F. 


sales manager for 


Bovermann as 
Thermo-Fax duplica- 


tors and sheets was announced by Min- 
nesota Mining & Mfg. Co., St. Paul. Mr. 
Bovermann started his career as a sales- 
man in 1949. His most recent assign- 
ment has been sales supervisor for the 
firm’s sales printing products line with 
headquarters in Chicago. 


Stuart Coxhead in Europe 


Stuart P. Cox- 
head, president of 
the Ralph C. Cox- 
head Corp., New- 
ark, N. J., manu- 
facturers of Vari- 
Typer composing 
machines, has made 
a business trip to 
five of the Western 
Luropean countries, ; 
where he held meet- Stuart P. Coxhead 
ings with distributors and _ representa- 
tives of Vari-Typer machines in England, 
France, Italy and Switzerland, 
to develop further markets. He also met 


Germany, 


pose for (‘Wislinas 


A big sales promotion in the past, a 
bigger promotion in ‘52. What would be 
finer than a Safeguard system of check 
protection? Now is the time to consider 


out 


em 


this worthy gift. Models H, K, and 
Voucher checkwriter machines are avail- 
able in special Christmas packages. Inquire 
today. 


DIST. — SAFEGUARD INTERNATIONAL 
3312 LANCASTER AVE. — PHILA. 4, PA. 


SAFEGUARD CORP., LANSDALE, PA. 
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Reduce 
Maintenance 


With ‘'Belle-Vue" 
ELECTRIC 
FAN 
COVERS 


ECONOMY 
PROTECTION 
Dust and dirt collecting 
on idle fans shorten 
their working life. Pro- 
tect them in winter 
; months with these prac- 

| tical, durable inexpen- 
ENDORSED... sive fan covers, Ten 
by leading standard sizes. Fans per- 
maintenance manently installed need 
engineers not be removed. WRITE 
and fan i} TODAY for FREE 
manufacturers SAMPLE and prices. Ask 
| about our typewriter 
covers. 























MANUFACTURED AND DISTRIBUTED BY 


BUDLEW PRODUCTS CO. cic oe tiie. 


-— TYPEWRITERS — 


ALL MAKES — MODELS 
INCLUDING WIDE CARRIAGE 


ADDING MACHINES 


SUNDSTRAND—BURROUGHS 
VICTOR—DALTON—Hand or Electric 


CALCULATING 
MACHINES 


MONROE—MARCHANT 
BURROUGHS—COMPTOMETERS 
Hand or Electric 
ROUGH or RECONDITIONED 
Write for Prices 
Also ask about our ADDOMETER, the adding 


and subtracting machine that retails for $12.95 - 
and pays you up to 52% profit. 


RELIABLE TYPEWRITER 
& ADDING MACHINE CO. 








Cut Your Plate Costs! 


For Davidsons, Multiliths 
Make Your Own—10 Min.—Top Quality! 


AUTOMATIC 
TIMER 

MODEL! | 

Save Time! Cut | 
Costs! Better Plates! 
Try 10 Days FREE! 


No darkroom! 
Easy, foolproof 

5-minute 
development! 
ANYbody can make top quality plates 
with our new Automatic SPEE-DEE 
Platemaker, using pre-sensitized plates, 
for less than 60c each! Try 10 days 
FREE. Write today! E 


LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 

















301 W. Monroe St., Chicago 6, Ill.’ 
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ADDRESSING MACHINES 


EQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 
HAND & ELECTRIC 
WE MANUFACTURE... 
BUY and SELL Plates, 
frames, trays, cabinets, tabs, 
ribbons, speedaumats. Our 
large stencil embossing dept, 
gives fast, accurate service. 


REBUILT ELLIOTTS 
ALL MODELS 
HAND & ELECTRIC 

WE MANUFACTURE .. 

BUY and SELL Fibre sten- 
cils, tong & short trays, 
cabinets, liquid & paste ink. 
Also Smith Stencil type- 
writers. 
WRITE FOR INFORMATION, PRICES & CIRCULAR 


Dept. 23-0, 40 W. 15th St., N. Y. 11, N. Y. 


MAILERS' EQUIPMENT CO. 














KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Portability— 
Efficiency— 

erance— 
urability 


Adjustable to the 
natural position of 
any pair of hands. 
KARLO STANDS 
are designed to 
give better service 
than any other of- 
fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port- 
ability, attractive 
appearance, utmost 
efficiency and 
greatest 
durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 








TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


“és 


REGALRITE BRAND 
RIBBONS AND CARBONS 


e 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


* 
REGAL TYPEWRITER COMPANY, INC 


200 HUDSON ST... NEW YORK 13, N Y. 


STENCIL BOOK FILE 


ene we 
Radin & ee se 


he Smart Way to 
FILE STENCILS 


Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- | 
duction record sheets. Special oil-treated | 
pages keep stencils moist and flat for | 
future use. 

Capacity 50 stencils 
Capacity 100 stencils 
TECHNYGRAPH CO.,Techny, Ill. 








DON'T WAIT until you have to look up a 
past article before putting your issues of THE 
OFFICE into these handy binders for ready 
reference. Each binder holds six copies and 
the last one in each volume (June and De- 
cember) contains the complete volume index. 
Send $3 today for two binders to hold a 
year's copies (binders not sold singly), post- 
paid from Office Publications Co., 270 Madi- 
son Ave., New York 16, N. Y. 
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with various government officials in each | 
to demonstrate the Vari-Typer | 
method of type composition for use in | 
offset and similar processes, as a result | 


country 
of inquiry by these government officials. 


Exporters Reelect 


Henry R. Wil- 
liams, export man- 
ager, R. A. Stewart 
& Co., was last 
month reelected 
president of Ameri- 
can Office Supply 
Exporters Assn. 
Other officers re- 
elected at the an- 
nual meeting in 
New York were: H. 
P. Stewart, Eversharp, Inc., 
dent; Frank Rivera, Boorum & Pease 
Co., treasurer; David Manley, Modern 
Publications, secretary. This long estab- 
lished association of exporters in the 
office supplies industry continues active 
in the promotion and development of 
overseas trade relations. 


Henry R. Williams 


vice presi- 


‘ of, 7 
SCAN OK: PROGRAM 4 ERE a 
yi 
7 


Carl H. W. Ruprecht, manager of advertising 
and public relations division of Underwood 
Corp., brought together a group of top adver- 
tising executives at Ted Baldwin, Inc., to pre- 
view their new "Spotlight, U.S.A." film titled 
"Ten Copies, Please." Mr. Ruprecht is shown 
congratulating Ted Baldwin. L. to r., John E. 
Wiley, advertising executive; Virgil Hollings- 
worth Jr., advertising manager, Fine Products 
Corp.; Ted Baldwin, Carl Ruprecht and Stanley 
Withe, advertising director, Aetna Life Affili- 
ated Companies. 
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YOUR CUSTOMERS will be 


MORE IMPRESSED! 


by documents, papers and 
checks protected by 


Schlegel PULL 
FASTENERS 


NY leet i 10] am (ole ial-Mal] 0} of -1 am oleate 


@ ADDED TOUCH that’s “good 
business” . . . Schlegel PULL FAS- 
TENERS make every packet of busi- 
ness papers look nay official 

. look “cared-for” ... help win 
respect for you, your company, 
and the papers. 


PLUS 
NO BREAKING! NO TEARING! NO SLIPPING! 


Strong ... durable... quickly, fully 
adjustable . . . flat cloth tape... 
Schlegel PULL FASTENERS hold 
papers firmly while you carry them, 
or for a lifetime in your files. 


WRITE! Descriptive folder with 
prices and sizes mailed promptly. 


Schlegel 


390 N. Goodman St., Rochester 7, N. Y. 


MANUFACTURING 
COMPANY 
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-ADVERTUSBERS » 





Acco Products, Inc 


Acme Adding Machine Service & Sales Con, 


Active Mailing Machine Co 

Addo Machine Co. 

Adjusto-Swing Office Machine Stands Co. 
Allen Business Machines, Inc., R 
Alliance Rubber Co 

Allied Carbon & Ribbon Mfg. Corp. 
Alpa Plastic Arts Ltd. 

Amberg File & Index Co 

American Addressing Machine Corp 
American Carbon Paper Mfg. Co. 
American Hair & Felt Co 

American Lithofold Corp 

Apex Business S a 

Applaud Sales 

Archbold, A. A, 

Arnot & Co. 

Art Steel Sales Corp 

Autocopy, Inc 


Basten, Peter .. 

Barrett Adding Machine Division 
Bates Mfg. Co. 

Battye-Franklin Corp. 

Boorum & Pease Co. 

Borroughs Mfg. Co. 

Bruning Co., Charles 
Brushmakers, Inc. 

Budlew Products Co. 

Burroughs Adding Machine Co. 


C-Thru Ruler Co. .... 
Can-Pro Corp. ..... 
Carter's Ink Co. 
Chairmaster 

Chart-Pak Inc. 

Clary Multiplier Corp. 

Codo Mfg. Corp. ... 

Cole Steel Equipment Co. 
Colonial Carbon Co. . 
Columbia Chemical Co. 
Columbia Ribbon & Carbon wm. Co. 
Cotterman, | ee 
Coxhead Gorp., "Ralph c. 
Cramer Posture Chair Co. 
Cushman & Denison Mfg. Co. 


Davidson we rs cawes 
Dehn Jr., |. 

Dennison Mite Co. 
Denominator Co. . 
Dewberry Engraving Co. 
Dick Co., A. B. 

Ditto, Inc. 

Diebold, Inc, 


Eastern Corp. : 
Elliott Addressin nnnene Co. 
Evans Specialt +e : 
Everlast Pen oa iva 
Executive Furniture, Inc. 

E-Z Sort Systems, itd. 


Faber-Castell Pencil Co. A. W. ... 
Faber Pencil Co., Eberhard ... 
Facit, Inc. . 

Federal Cash Register Co. 
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Felt & Tarrant — &. 
Force & Co., Wm. 
Friden Calculating Giedien Co. 


Gavrin Press, Inc., Arthur J. 

General we ng | Corp. 

General Photo Products Co. 

Gibian, Richard 

Glidex Corp. 

Gonco Mfg. er oe Vt. seas eae ates 
Graff Co., George y 


Haida Engineering Co. 
Haloid Co. . : 
Hamilton Mfg. ‘Corp. yen 
Hammermill Paper Co. 
Hano Co., Philip ... 
Harding Co., Milo 
Harris- Seyboid Co. 

Hart Mfg. 

tthe ay “Corp. 
Hermetite “ey ss ere 
Hunt Pen Co., “OE i tl aE BRS : 
Hush-A-Phone. ey 


Imperial Desk Co. .. ? 

Indiana Cash Drawer Co. . 

industrial Shredder & Cutter Co. 

Ink Specialties Co. . 

Inter- Continental Trading Corp. ... 
International Business Machines Corp. one 
International Cash Register Parts Co. ......... 
Invincible Metal Furniture Co. ; 


Jardin Associates, Inc. ... 


Karl Mfg. Co. 
Kee Lox Mfg. Co Laue awh aie 
Kellogg Switchboard & Supply Co. 


Lamb Electric Co. hice barieg ae 
Lanston Monotype Machine Sa. . 

LeFebure Corp. a 

Litho Engineering & Research . 


netic Recording Industries ......... , 
Mailers a Co. cue 


Menitald upplies Co. 

Marchant Calculating Machine Co. 
Master Addresser Co. 

Meilink Steel Safe Co. 

Mercury Printing Co. 

Minnesota Mining & Mfg. Co. 
Mittag & Vogler, Inc. 

Modern Business Forms Mfg. Co. 
Monroe Calculating Machine Co 
Moore, Inc., P. O.. 

Morris Co., Bert M.. 

Mosler Safe Co 

Multistamp Co. 


National Cash Register Co.. 

Neenah Paper 

Norta Distributing Co. 

Northwest Metal Products Co....... ‘ 


Odhner Sales Inc 
Office Products, , 
Office Publications Co.. 
Old Town Corp. 
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Olivetti. Corp. of America 

Outlook Envelope Co. 

Oxford Filing Suppl Co. 

Ozalid, Division of » Rrmonad Aniline & 
Film Corp 


Paraliner Co. 

Peerless Imperial Co. 

Phillips Process Co. : 
Plus Computing Machines, Inc. 
Post-O-Graf Mfg. Co. 

Precisa Distributors, Inc. 
Printing Devices .. 

Printed Products Corp. 
Print-O-Matic Co. 

Pronto File Corp... 


Queen Ribbon & Carbon Co.. 


Rapid Roller Co. 

Regal Typewriter Co. : 
Reliable Typewriter & Adding Machine Co. 
Reis, G.m.b.H., Standardwerk eee ; 
Remington Rand Inc. 

Rex-Rotary — com. 

— Paper Co. 

Rite- Ties Sales Corp. 

Rotone, Inc. 

Roberts Numbering Machine Co. 
Roberts Rubber Co., Welton . 
Rol-Dex Division 

Rose Ribbon & Carbon Mfg. “Co. 
Royal Typewriter Co. .... 


Safeguard Corp. ... 

ae Mfg. Co. 

Scott-Rice Co. » 
Select-O-Phone Division 

Sengbusch Self-Closing Inkstand Ca 
Shaw-Walker .... ; 
Sheppard Envelope ‘Co. 
Shipman-Ward Mfg. Co. 
Shredmaster Corp. 

Simonye, F. 

$-K Forms Co. 

Smead Mfg. Co. 

Smith Co., Charles C. 

Smith & Corona Typewriters inc., 
SoundScriber Corp. oh owes 
Standard Manifold Co. .. cee ee. 
Staplex Co. ‘ 133 
Storms Co., 

Strohmeyer & Arpe Co. 

Sturgis Posture Chair Co. 


\ Cover Il 
89 


Technygraph Co. 

Thomas Mechanical Collator Corp. 
Times Facsmile Corp. 

Todd Co. 

Tubular Specialty Mfg. 

Typewriter Sundries Co., 


Uarco, Inc. 
Underwood Corp 
U.S. Typewriter P Ribbon Mfg. ‘Co. 


yortqrens Co. 

Vari-Typer, The ... 

Victor Adding Machine ~ 
Vogel-Peterson Co. ....... 


Wassell Organization 
Watson Mfg. Co. 

Wausau Paper Mills Co. 
Weber Bros. Metal Works 
Weber, Org., ry J. 
Webster Co., 

Worden Co. 








TYPEWRITER @ TABULATING 
ADDRESSOGRAPH e TIME STAMP 
BOOKKEEPING MACH. e ADDING MACH. 
CARBON PAPERS 


TYPEWRITER e@ BILLING 
FAN-FOLD @ PENCIL 
CARBON JACKETS e@ REGISTER ROLLS 


HECTOGRAPH SUPPLIES 


CARBONS @ MASTER UNITS 
RIBBONS e@ DUPLICATING FLUID 
HAND-CLEAN CREAM @ CORRECTION PENCILS 


OY Cs YOU 


INCREASED VALUE 


Cady \ 


On oe ee meer ome” 


| MFG. CORP. 


Factory: Coraopolis, Pa. 


564 W. Monroe St. 
Chicago 6, tit 


401 Wood St. 
Pittsburgh 22, Pa. 


270 Lafayette St. 
New York 12, N_Y 
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Marketing Revolution 
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sme ew _ ~~ 


AST month in his introductory 
comment at the opening of the 
Office Management Conference 

of American Management 
Assn., K. B. Willett talked about the 
revolution which office management 
is currently undergoing. Hand-in- 
hand with it, a revolution no less 
significant is taking place in the 
distribution of office machines and 
equipment. This revolutionary 
trend in the marketing of office ma- 
chines, pointed up by the injection 
of several larger manufacturers re- 
cently into dealer distribution, 
focuses a degree of attention and 
importance upon the independent re- 
tailer of office machines to which 
he never before has been subjected. 
The evolution is as interesting as 
the revolution. The need at the out- 
set of distributing and servicing 
office machines direct to the user is 
known to all. In facet, many business 
machines will continue in this direct- 
to-the-user marketing procedure for 
many years to come—their systems 
applications, their special perform- 
ance of special tasks and their com- 
plexities demand it. But as public 
acceptance of the simpler and more 
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staple units made them bread-and- 
butter items, the ability of inde- 
pendent dealers to play a part in 
this expanding market made itself 
felt. There is, of course, nothing | 
new about this recognition of the | 
office machine dealer. Usually a 
former salesman or serviceman who 
decided to hang out his own shingle, | 
he started with used machines, 
rentals and service. Soon he became 
a vital factor in portable typewriter 
distribution. Later, as he took on 
a widening variety of office ma- 
chines, he established himself as a 
recognized and accredited merchant 
in his special field. 

As he plays this growing part 
in the industry’s marketing activi- | 
ties and as he complements and sup- 
plements the branch office efforts of | 
many manufacturers, his responsi- | 
bilities to user and manufacturer | 
take on weight and _ seriousness. | 
There would not exist this expand- | 
ing place for him if public demand } 
for the products he sells had not | 
been created. His obligation to cus- | 
tomers is no less than that of the 
manufacturers own branch. The 
revolution in dealer recognition is 
the result of this expanding public 
demand and of the growing ability 
of the industry’s manufacturers to 
supply him with merchandise. 
Nevertheless, there are still too few 
office machine dealers throughout the | 
country to keep up with the trend. | 
There are far less independent | 
dealers than branch office salesmen. 
It should be the other way around 
if this enlarged dealer activity is 
to be fully assimilated. 
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